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Parliamentary & Correspondence 
Assistant to Nick Clegg MP 

 

The Liberal Democrats 
   

Parliamentary & Correspondence 
Assistant to Nick Clegg MP 

 
Westminster, SW1P 

 
Salary: £23,000pa + pension 

  
 
Nick Clegg is looking for a Parliamentary and Correspondence Assistant to join his 
Parliamentary Office. The main purpose of the role will be to help respond to the 
large amount of correspondence Nick receives as a MP and as Leader of the Liberal 
Democrats. 
 
Given the mix of Parliamentary and Party responsibilities, this position is offered as 
two part-time roles with separate contracts, but which combined offer the successful 
applicant a full-time equivalent position.  
 

• Parliamentary Assistant / Junior Secretary to Nick Clegg MP (20hrs per week) 
 
• Correspondence Assistant to the Leader of the Liberal Democrats (20hrs per 

week) 
 
 

Please direct enquiries and applications to:   

Emma Peall (HR) on 020 7227 1280 or email emma.peall@libdems.org.uk.  

 

Closing date:  9am on Tuesday 22nd April 2014 

 
 

mailto:emma.peall@libdems.org.uk
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APPLICATION PROCEDURE 
 
Please apply by email attaching: - 
 

 A full CV (no more than two pages and including contact telephone numbers 
and email address);  

 

 A covering letter (no more than one A4 page) setting out why you want to do 
this job and how your experience and skills are relevant to it; and 
 

 Please let us have details of your current salary and two referees including one 
from your current employer - if you would prefer us not to contact them until 
a later stage of the selection process, please specifically let us know. 

 
The email should be sent to Emma Peall at emma.peall@libdems.org.uk.  
 
The deadline for applications is  9am on Tuesday 22nd April 2014 
 
Interviews are planned for Friday 25th April 2014. 
 
We will notify all applicants when the process is complete.  
 
Please note:  We will not be able to obtain a work permit on your behalf, should you 
be successful in being made an offer of employment. We will not be able to employ 
you if you are not able to produce the necessary documentation showing that you are 
eligible to work in the UK. 
 

The Liberal Democrats are equal opportunity employers and particularly 
welcome applications from groups who are currently under-represented 
in our staff. 

mailto:emma.peall@libdems.org.uk
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JOB SPECIFICATION 
 
Job Title:  Parliamentary & Correspondence Assistant to Nick Clegg MP 
 
Responsible to: Parliamentary Researcher & Direct Communications Manager  
 
Salary: £23,000pa + pension 
 
Location:  Westminster, London, SW1P 
 

 
Purpose of job: 
 
Nick Clegg is looking for a Parliamentary and Correspondence Assistant to join his 
Parliamentary Office. The main purpose of the role will be to help respond to the 
large amount of correspondence Nick receives as a MP and as leader of the Liberal 
Democrats. 
 
Given the mix of Parliamentary and Party responsibilities, this position is offered as 
two part-time roles with separate contracts, but which combined offer the successful 
applicant a full-time equivalent position.  
 

 Parliamentary Assistant / Junior Secretary to Nick Clegg MP (20hrs per 
week) 
 

 Correspondence Assistant to the Leader of the Liberal Democrats (20hrs per 
week) 

 
 
Key Responsibilities:  
 
Parliamentary Assistant / Junior Secretary to Nick Clegg MP 
 

1. Deal with daily queries to the Parliamentary Office from members of the 
public by phone or in person, taking the appropriate action to resolve, 
document or escalate their concerns or enquiries. 
 

2. Deal with and draft responses to incoming emails and letters.  
 

3. Ensure records are kept, with details of each issue by adhering to the Data 
Protection Act principles, respecting the confidentiality of data at all times.  
 

4. Undertake research, usually from readily available sources, on a wide range of 
subjects and policy areas. Analyse and evaluate research and interpret data, 
ensuring key issues are identified.  
 

5. Assist with the work of other colleagues as required and communicate 
appropriately and effectively with internal and external contacts.  
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6. Assist in the general running of the Parliamentary Office of Nick Clegg MP.  
  

7. Liaise regularly with Nick Clegg’s Constituency, Government and Party 
Offices.  
 

8. Assist constituents to access Parliament, including arranging educational 
visits and tours. 
 

9. Provide Parliamentary support to casework enquires from the Constituency 
Office. Progress casework through liaison with local and national bodies, 
government agencies, lobby groups, etc.  
 

10. Undertake general administrative/secretarial tasks. 
 

11. Competent use of IT including Microsoft Office package, email and internet 
to: draft correspondence and reports; set up and maintain spreadsheets and 
undertake research. 

 
 
 
Correspondence Assistant to the Leader of the Liberal Democrats 

 
1.    Process and draft responses to letters, emails and other electronic 

communications sent to Nick Clegg as Leader of the Liberal Democrats. 
 

2.    Assist with the distribution of direct communications to the Government, 
party HQ, Constituency Office, or elsewhere if more appropriate to its content. 

 
3. Deal with daily queries to the Leader of the Liberal Democrats from members 

of the public by phone or in person, taking the appropriate action to resolve, 
document or escalate their concerns or enquiries. 
 

4.    Assist in the work of the Liberal Democrat Policy Unit as required; this may 
include supporting policy initiatives at Party Conference and the Party’s policy 
process. 
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PERSON SPECIFICATION 
 

We are looking for an outstanding candidate with excellent written communications 

skills, strong personal organisation, good political judgement, and knowledge of the 

policies of the Liberal Democrats. Prior experience of letter writing for an MP or 

similar high profile individual would also be desirable. 

 

 

Desirable Skills and Experience 

1. Excellent written communications skills  
 

2. Excellent inter-personal skills and a confident manner 
 

3. Strong personal organisation and efficiency 
 

4. An ability to produce high quality work within tight deadlines 
 

5. A good understanding of how Parliament works  
 

6. Good political judgement 
 

7. Prior experience of letter writing for an MP or similar high profile individual. 
 

8. Knowledge of the policies of the Liberal Democrats  
 

9. Sympathy for the aims and values of the Liberal Democrats 


