
Job Advert - Parliamentary Assistant to Dr Philippa Whitford MP 

Dr Philippa Whitford, MP for Central Ayrshire and Health Spokesperson for the 

SNP at Westminster, is looking to employ a full -time Parliamentary Assistant. 

The role would place the successful candidate at the heart of developments in 

the UK Parliament supporting Dr Whitford in her daily activities.  

The successful candidate must have excellent organisational skills and be able 

to demonstrate experience of working in a busy office environment and the 

ability to adapt their work schedule at short notice . Familiarity with social 

media platforms is preferable as is previous experience of a political or health 

related post. 

 

Position: Parliamentary Assistant to Dr Philippa Whitford MP 

Hours:  Full-time  

Salary: In accordance with IPSA Pay Scales, salary starting is set at £23,750 (London 

weighted). You will also benefit from 10% employer’s pension contribution. 

Location: Westminster 

 

Main duties include:  

 

 Diary and Email Management; 
 

 Arrange and organise meetings and events; 

 Attend meetings and events, take notes and produce summary of actions for follow 
up; 

 

 Respond to routine correspondence and enquires; 
 

 Liaise with Internal and External Individuals, Organisations and Stakeholders; 
 

 Liaise with constituency staff with regards Parliamentary Business  and 
administrative matters; 

 

 Support the MP’s social media and press activity; 



 

 Prepare and provide briefings and supporting information for parliamentary debates, 

committees and events; 
 

 Draft and Submit EDMs and PQs; 
 

 Undertake research, from a variety of sources on a range of subjects but with a 

strong focus on health related issues to produce briefings; 

 

 Analyse, evaluate and interpret data to ensure the MP is accurately informed on key 

issues; 
 

 Develop and maintain current knowledge of Bills, legislation, EDMs and debates 

relating to Health and Constituency Issues; 
 

 Monitor media coverage and brief the MP on relevant issues  

 

Essential Skills & Experience  
 

 Graduate in a related discipline 
 
• Excellent administrative and organisational skills 
 

 Familiarity with New and Social Media 
 

 Experience of researching issues and collating information into concise briefings  
 

 Strong interpersonal and communication skills 

 The ability to prioritise work and meet tight deadlines 

 The ability to work independently with minimal supervision, following instruction, in a 

solution focused manner 

 Strong IT skills 

 An interest in current affairs and a good knowledge of Scottish and UK politics 

 

Desired Skills & Experience 
 

 Knowledge of health policy and / or working experience in a health related 
environment; 

 

 Experience of Video Editing, Gif Creation and Graphics Development for Social Media; 
 

 Experience of a similar Parliamentary / Political Role 
 

 



Applicants for the post should be aware that travel around London may occasionally be required for 

attendance at meetings, events, and training, and to the Constituency Office in Irvine.  

 

The successful candidate will be required to comply with the Baseline Personnel Security Standard, 

undertaken by the Members’ Staff Verification Office (MSVO). 

 
To apply, applicants should submit their CV together with a covering letter to 
heather.knox@parliament.uk by Monday 13th August 2018. Interviews will be held shortly thereafter 
with a view to the successful candidate commencing mid- September. 
 
Please note that whilst we would aim to acknowledge all applications, this may not be possible 
depending on the volume received.  

 

mailto:heather.knox@parliament.uk

