
The responsibilities and powers of the Children and Young
People’s Commissioner are set out in the Commissioner
for Children and Young People (Scotland) Act 2003. 
The Commissioner is appointed by the Queen on the
recommendation of the Scottish Parliament
and is entirely independent of the
Scottish Government.

The Children & Young People’s

Commissioner Scotland 

is recruiting for the position of:

Executive Assistant
Grade 3 Salary band £29,850 - £37,007

37 hours per week,  6 months contract - secondments welcome

Office in Edinburgh, currently hybrid-working model

 

Enquiries and applications to:
recruitment@cypcs.org.uk

Website: www.cypcs.org.uk
Facebook: www.facebook.com/cypcs
Twitter: twitter.com/cypcs
Instagram: @cypcs

Closing date: 4pm, 13 May 2022
 

Disabled candidates and candidates with care

experience, who satisfy the essential criteria for

the post, will be invited for interview.*

 
 



We are looking for a Executive Assistant on a temporary basis of 6 months, 
could this be you? 

Role Summary

The Executive Assistant is a pivotal and unique role within our office. As a key member of
staff, we need you to coordinate the work of the Commissioner, working to fulfil our
statutory duty to promote and safeguard the rights of children and young people. 

You will have primary responsibility for ensuring the effectiveness of the Commissioner’s
internal and external work and the gravitas to manage their busy diary, prepare briefings,
attend meetings and take minutes, and will coordinate their work in collaboration with the
Senior Management Team. 

Reporting directly to the Head of Corporate Services, you will also play a central role in the
effectiveness of the organisation. 

As a team, we work to our shared values of bravery, independence, leadership,
participation and respect so that we can be the fierce champions of rights that children
and young people need us to be.



The Commissioner for Children and Young People Scotland is an independent
statutory body. The office has a current budget of £1.3 million and a
multidisciplinary team of 15 staff based in an office in central Edinburgh but
working all across Scotland. We promote and safeguard the human rights of
everyone in Scotland up to 18, or up to 21 if the young person has care experience. 
Scotland’s children and young people have told us that they need fierce
champions for their human rights: people who share our values of bravery,
independence, leadership, participation and respect.

Raising awareness and understanding of children’s human rights
Reviewing law, policy and practice relating to children’s human rights 
Promoting best practice by service providers

You’d be joining the Commissioner, Bruce Adamson, and his hard-working and
committed team striving to influence and drive progressive law, policy and
practice within children’s human rights. 

We do this by:

Promoting, commissioning, undertaking and publishing research to promote
better implementation of children’s human rights

In doing this, the Commissioner must have regard to the United Nations
Convention on the Rights of the Child (UNCRC) and act in a way that
encourages equal opportunities. We must also encourage the involvement of
children and young people in the work of the office and consult relevant
organisations working with, and for children and young people, placing a
particular emphasis on those who are less likely to be included or listened to,
and those whose rights are most at risk. 

You’ll be valued as an essential part of a busy team, working every day to make
an impact in children and young people’s lives in Scotland.
You’ll also get the chance to work directly with children and young people. 
We offer flexible working hours and excellent holidays and benefits within the
public sector in Scotland.

Why join us:

Secondments would be welcomed. 
For further details and to download an application pack please visit
www.cypcs.org.uk/jobs

Please note that CVs will not be accepted. 

Who we are

http://www.cypcs.org.uk/jobs


This post is subject to membership of the PVG scheme (Protection of Vulnerable Groups scheme)
and satisfactory PVG Scheme records issued by Disclosure Scotland. Where the contents of a PVG
Scheme record are not satisfactory, we reserve the right to terminate employment.  Candidates will
be required to produce original certificates to enable us to verify qualifications.

* Disability is defined as a physical or mental impairment, which has a substantial and long-term
adverse effect on a person’s ability to carry out normal day-to-day activities.

Care experience includes anyone who has ever been looked after in local authority care (for instance
if you have been in foster care/kinship care/residential care, or have been looked after
at home on a compulsory order).


