
 

         

   
 

JOB DESCRIPTION 
 
Job Title: Leader’s Research Officer and Parliamentary Assistant to Tim 

Farron MP 
 
Responsible to: Leader’s Chief of Staff & Constituency Officer Manager 
 
Key relationships: Tim Farron MP, Chief of Staff, Head of Policy Unit, 

Parliamentary Advisers, Constituency Officer Manager, and 
Constituency Caseworker 

 
Salary: £23,000 per annum pro rata (Leader’s Research Officer) + 

£23,000 per annum pro rata (Parliamentary Assistant to Tim 
Farron MP) Salaries are in accordance with Liberal Democrat 
and IPSA pay scales. 

 
Benefit: 8% Employer’s Pension Contribution per annum pro rata 

(Leader’s Research Officer) and 10% per annum pro rata 
(Parliamentary Assistant) 

 
Tenure:  Permanent  
 
Hours: 40 hours across five days per week (20 hours as Leader’s 

Research Officer and 20 hours as Parliamentary Assistant to 
Tim Farron MP) 

 
Location:  Westminster, London 
 
Note: Please note that as the post holder will be employed in a split 

role, two separate contracts – one with the Parliamentary Office 
of the Liberal Democrats (POLD) and one with Tim Farron MP 
[facilitated by the Independent Parliamentary Standards 
Association (IPSA)] – will be required. 

 
 Upon appointment to a Member’s office, a new member of staff 

will be required to comply with the Baseline Personnel Security 
Standard (BPSS) and undergo a Counter Terrorist Check 
(CTC), undertaken by the Members’ Staff Verification Office 
(MSVO) and Pass Office respectively. You can find more 
information on this here. 

 
Purpose of job 
 
This is a split role position, working with key staff, including the Chief of Staff and the 
Constituency Officer Manager, to ensure that Tim Farron MP is well briefed on party, 
policy, parliamentary and constituency matters; and to provide additional related 
administrative and other support.   
 

http://www.w4mp.org/jobs-listings-events/jobs/members-staff-security-verification-questionnaire/


As Leader’s Research Officer, you will liaise closely with the Chief of Staff to help 
manage party events, committees and meetings, and work with party advisers and the 
Leader’s Executive Assistant to draft and commission briefing papers, research, 
articles and speeches as required.   
 
As Parliamentary Assistant to Tim Farron MP you will work with the staff in the 
constituency office to ensure Tim is fully briefed and supported in his parliamentary 
duties as MP for Westmorland and Lonsdale. You will ensure work for constituents is 
dealt with in a timely manner and ensure the smooth running of the parliamentary 
office. 
 
 
Key Responsibilities  
 
Leader’s Research Officer: 
 

1. Contribute to the production of statements, articles and speeches issued on 
behalf of and in the name of the Leader, ensuring that they reflect the Leader’s 
values, vision and voice. 

2. Draft statements, articles and speeches for national, regional and local media 
outlets and events, in support of the Leader.  

3. Work with the Head of the Policy Unit to prepare the Leader for meetings of the 
Federal Policy Committee and attending all such meetings. 

4. Work with the Chief of Staff to support the Leader’s input into party conference, 
including contributing to the preparation of briefings for speeches, meetings 
etc. 

5. Work with the Chief of Staff to support the Leader carry out his duties as 
deemed necessary, including accompanying the Leader on visits etc. 

 

Parliamentary Assistant to Tim Farron MP: 
 

1. Analyse, evaluate and interpret data to ensure the Member is accurately 

informed on key issues  

2. Develop and maintain current knowledge of bills, Early Day Motions, 

legislation, Hansard, debates etc. relevant to Tim Farron 

3. Ensure Tim Farron is fully briefed on potential questions and motions to be put 

to the House 

4. Work with the constituency team to respond to casework from constituents   

5. Work with the constituency media officer to ensure the Member is briefed on 

relevant issues and his Parliamentary work is conveyed back to the 

constituency 

6. Undertake research on a range of local constituency and national issues 

7. Provide generalist admin support 

8. Respond to routine correspondence and enquiries 

  



 

         

 

PERSON SPECIFICATION: 

The successful candidate will be hard working, flexible, organised, pragmatic and 
politically astute. They will be willing and able to support the Leader administratively, 
logistically and manage to ensure he represents his constituents whilst delivering as 
Leader of the Liberal Democrats.  They will be loyal and discreet. 
 
 
Essential Experience/Qualities: 
 

1. Excellent verbal and written communication skills 

2. Strong attention to detail 

3. Awareness of local, regional and national political issues 

4. Ability to work under pressure and prioritise a demanding workload to meet 

deadlines 

5. Strong interpersonal skills and willingness to contribute to a team 

6. Will have a working knowledge of standard office practises and computer 

packages 

7. A clear grasp of the issues of the day and their political implications 

8. Will be sympathetic to the aims and objectives of the Liberal Democrats 

 

Desired Experience/Qualities: 
 

1. Experience of working within an MP’s office 

2. Knowledge of how Parliament works  

3. Experience of handling the media 

4. Experience of conducting research and/or supporting policy development work 

5. Strong networks within the party 

6. A working knowledge of the leader’s constituency and political issues of 

particular relevance to it  

 


