
 
Policy Advisor 

House Democratic Office 
Oregon House of Representatives 

 
House Democratic Caucus Office 

 
 

The House Democratic Office is looking for two (2) full-time Policy Advisors. The Policy Advisors 

work closely with the Caucus Leader, Caucus Chief of Staff, Caucus members and Caucus staff in 

implementing the overall legislative plan for the Caucus. 

 
 

$3400-$4200 per month 
 
 

DUTIES AND RESPONSIBILITIES 
 

Session Duties 
 

 Works with Chief of Staff, other caucus staff, and House Democratic Caucus members 
to pursue Caucus legislative agenda; works with individual members to develop 
detailed legislative plans for passing key bills. 

 Provides assistance with research, strategy development, coalition-building and public 
education efforts to assure best chance of success on caucus priority bills and individual 
member bills. 

 Maintains issue files and resources in assigned issue areas and tracks 
legislation in assigned committees in order to effectively brief – both orally and in 
writing - House Democratic Caucus members for upcoming committee and 
House floor votes. 

 Assists House committee chairs in the development and execution of committee 
work plans to assure due consideration of caucus and individual member 
priorities. 

 Works with communications staff to anticipate and meet the information need of 
Caucus members and their staff as they answer inquiries from the news media 
and constituents. 

 Works on other projects in consultation with Chief of State on an as-needed basis. 
 
Interim Duties 
 

 Researches and develops recommendations for potential legislation in key areas promoted 
by Caucus. 

 Works with Caucus Chief of Staff, Caucus leadership and other Caucus members in 
development of strategic legislative agenda for upcoming session; lead staff for Policy 
Work Group. 

 Provides research and other staff support to legislative and policy development 
workgroups established by Caucus. 

 Builds and maintains relationships with stakeholder groups to achieve Caucus 
priorities. Maintains issue files and resources on priority issues. 



 

July 31, 2014 

 

WORKING CONDITIONS 
 

The Policy Advisor works in a partisan political environment and is an at-will employee. This 
position primarily works in the Capitol building in Salem, and may have to work evenings and some 
weekends with some limited travel required.  
 

SALARY AND BENEFITS 
 

The Legislative Assembly provides management service benefits to continuing employees, 
including a state contribution to health and dental insurance; optional life and disability insurance 
programs; a paid retirement program for qualifying individuals; paid vacation, holidays and sick 
leave.  
 
 

MINIMUM QUALIFICATIONS 
 

 Demonstrated experience in legislative advocacy, including political strategy, issue 
analysis, research experience, action planning, coalition building, and written and 
spoken advocacy. 

 Knowledge of current legislative issues facing Caucus members; ability to quickly research, 
assess, and convey information about legislative issues. 

 Experience in working with elected officials; skills in consultation and negotiation. 

 Knowledge of Oregon’s legislative process, with preference for job experience that 
includes working in the Capitol through two sessions and having some portion of that 
within the last four years.   

 Strong communication and organizational skills. 

 Experience in working as part of a team of professionals.  
 
TO APPLY: 
 

 Email your cover letter, resume, three references, and a writing sample to Autumn 
Wilburn at autumn.wilburn@state.or.us 

 The cover letter should describe how you meet the minimum qualifications. 

 The writing sample should be 1 to 3 pages in length and demonstrate your skill at issue 
analysis. It can be a position paper, committee testimony, or a memorandum. 

 All applications will be kept confidential; references will not be contacted unless the 
applicant becomes a finalist. 
 

Review of applications will begin upon receipt. Open until filled. 
 

Equal Opportunity / Affirmative Action Employer 
Women, Minorities and Persons with Disabilities Are Encouraged to Apply 

ADA Accommodations 

mailto:autumn.wilburn@state.or.us

