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JOB DESCRIPTION

JOB TITLE:

Investigations Co-ordinator 
DIRECTORATE:
Policy and International Relations


REPORTING TO:
Policy and International Relations Director
MAIN PURPOSE OF JOB

To develop, manage and coordinate investigations into issues affecting animal welfare in support of WSPA’s global and regional objectives.

POSITION IN ORGANISATION

· Line managed by the Policy and International Relations Director in WSPA’s International Headquarters, London;
· Effectively communicate and work with staff across  the organisation both within HQ and across regional offices, including Campaigns, Communications and Fundraising teams;
· Liaise and work with WSPA member societies and external agencies as necessary to the role.
SCOPE OF JOB

· Establish and manage a dedicated animal welfare investigations capacity within WSPA

· Representation of WSPA at external meetings

· Manage the investigations budget in support of the Policy and International Relations Director’s global budget management.

QUALIFICATIONS

· Educated to degree level or equivalent (essential)
· Fluency in English

SKILLS, KNOWLEDGE AND EXPERIENCE (essential)
· Relevant experience of working in an investigations/campaign related post (not necessarily in animal welfare)

· Previous experience of working in an international context and ability to demonstrate understanding of change processes within institutions e.g governments, international organisations, companies
· Proven experience of project and budget management
· Excellent communication skills – written, oral and presentation 

· Highly developed capacity to effectively use the internet for research and good general computer skills 

· Highly organised, ability to manage complex work schedules and work to strict deadlines 
· Flexible to travel to other regions 
· Sensitive to social and cultural issues 

DUTIES & KEY RESPONSIBILITIES – Purpose of the Job

Key issue: investigations
· To establish and manage a dedicated animal welfare investigations capacity within WSPA
Managing WSPA’s investigations

Research and development of an investigations function within WSPA
· Conduct primary research around risk management associated with investigations, including acquiring appropriate legal advice and producing and implementing a risk analysis template for potential investigations;

· Develop and deliver in-house staff training to explain the rationale, function and role of Investigations Co-ordinator, fostering a good understanding of the new role and facilitating good internal communications from the outset;

· Develop and deliver, in conjunction with the Communications team, an in-house training session on basic investigative skills for all staff who make field-based trips.

Planning, integration and communication
· Develop operational plans for the strategic, effective, innovative and risk averse implementation of investigations, in close liaison with the Policy and International Relations Director;

· Work closely with Campaigns staff and the Policy and International Relations Director to agree and effectively project manage major investigations into animal welfare issues;

· Work closely with Campaigns and Communications staff to co-ordinate their involvement and timelines in the planning and delivery of agreed investigations;
· Liaise with and manage WSPA’s relationship and contracts with external investigations companies;
· Conduct desk-based research and create detailed project plans for each investigation;
· Undertake investigations where appropriate to do so and/or support and guide WSPA staff to successfully and safely conduct investigations where appropriate to do so;
· Work closely with Campaigns and Communications staff, and external investigations agencies where contracted, to produce internal and external materials communicating the findings of investigations, with specific emphasis placed on targeting materials to specific audiences;
· Liaise regularly and effectively with Fundraising and Supporter Relations staff to ensure that investigations outputs are maximized;

· Work with the Policy and Research team to develop organisational expertise in desk-based corporate research, including if necessary managing subscriptions to online research tools, and ensure the effective use of this resource by staff;
· React to and manage opportunities for potential reactive investigations and project manage/execute them subject to Senior Leadership Team approval;

· Establish contact with other animal protection NGOs with investigations departments and seek to co-ordinate plans to the greatest extent possible (without compromising confidentiality);
· Represent WSPA in the media where appropriate;
· Produce budgetary proposals and implementation plans for WSPA’s future investigations activities;

· Take part in public speaking engagements and presentations as required;

· Carry out administrative duties e.g. routine correspondence, financial reporting 
· Carry out any other task as reasonably requested.
