
Vacancy - Parliamentary Assistant to Dr Philippa Whitford MP 

 

Dr Philippa Whitford, MP for Central Ayrshire, is looking for a full-time Parliamentary Assistant 

to join her team. The role will place the successful candidate at the heart of developments in 

the UK Parliament supporting the SNP’s Spokesperson for Health & Social Care and Europe in 

her daily activities. The successful candidate must be able to demonstrate experience of 

administrative support and person organisation and will, ideally, have an understanding of 

parliamentary business and procedure.    

Job Specification 

Position: Parliamentary Assistant to Dr Philippa Whitford MP 

Hours:  Full-time, initial 12-month contract with a view to permanent appointment 

Salary: In accordance with IPSA Pay Scales, salary starting from £23,839 

commensurate on experience. You will also benefit from a 10% employer’s 

pension contribution 

Location: Irvine and / or London (although remote working currently applies)  

 

Main Duties: 

• Diary and email management 

• Respond to routine correspondence and enquires 
 

• Arrange and organise travel, meetings and events as required and ensure MP is well 

briefed and prepared 

 

• Support the MP’s media and social media activity, including video editing 
 

• Provide support in relation to parliamentary business - PQs, EDMs, briefing 

summaries for debate and committee  

• Liaise with Group staff and external organisations and stakeholders  
 

• Liaise with and support the work of the constituency office  
 

• Develop knowledge of Bills, legislation, and debates relating to MP’s portfolios and 

the Central Ayrshire constituency  

 

• Any other duties required by the MP. 



 
 
Essential Skills & Experience: 
 

• Strong interpersonal and communication skills 

• The ability to organise and prioritise the work of a busy office 

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

solution focused manner 

• Excellent administrative and organisational skills 

• Excellent time management and strong attention to detail 

• Strong IT skills, in particular MS Office and data entry 

• Experience of new media and video editing 

• An interest in current affairs and a good knowledge of local and national politics 

 
Desired Skills & Experience: 
 

• Experience of working for an elected member 
 

• Knowledge and experience of Parliamentary procedure 
 

• Working experience of new and social media, particularly video editing software and 
graphics production  

 

• Knowledge and understanding of reserved and devolved subject matters and of the 

Central Ayrshire constituency. 

 
 
Applicants for the post should be aware that travel between the constituency and London 

may be required on a regular basis. 
 

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 demonstrating 

how their skills and experience correspond to the job description to 

heather.knox@parliament.uk by Monday 12th April 2021. Virtual interviews will be held 

shortly thereafter. 

 

Please note that whilst we would aim to acknowledge all applications, this may not be possible 

depending on the volume received.  
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