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POSITION TITLE Communications Officer

REPORTING TO Communications Manager

CLASSIFICATION Social, Community, Home Care & Disability 
Services Industry Award – Modern Award. 
Level according to qualifications and experience

CONDITIONS This position is casual: 6-10 hrs/week for a fixed period of 3 
months (potential for an extension).
Appointment of the successful applicant is subject to satisfactory police records 
check, working with children check, and DHHS support worker exclusion 

LOCATION 
Home or Down Syndrome Victoria Office: 18/71 
Victoria Crescent, Abbotsford.

POSITION PURPOSE 

The Communications Officer is responsible for supporting the Communications Manager to develop innovative digital 
content across our various social media channels, support the production of our monthly e-newsletter, promote our 
training and events program and perform other communications and administrative support tasks as required. The ideal 
candidate will have experience with digital marketing and excellent written communication skills, along with an 
understanding of our community.

ORGANISATIONAL BACKGROUND 

Down Syndrome Victoria (DSV) is a community based, not-for-profit membership association.  We have a proud 
history of supporting individuals, families and the community since 1978.

We work alongside people with Down syndrome and their families so they may reach their full potential 
and live the lives they choose.

DSV provides information, training, education support, and general support, with and for people with Down syndrome, 
their families, professionals, and the wider community. This includes prenatal support and information to expectant 
parents and health professionals.

DSV advocate with and for people with Down syndrome to have access to the same opportunities, supports and 
community activities as other Victorians based on a human rights approach, and consistent with the United Nations 
Convention on the Rights of Persons with Disabilities.  

We  want  to  live in a society where  people  living with  Down  syndrome  are  valued,  reach  their full potential and 
enjoy social and economic inclusion.  

Together, we can and will create this inclusive community.
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Position Responsibilities 

We need an enthusiastic and motivated Communications Officer to: 

 Increase community knowledge and awareness of the skills and abilities of people with Down syndrome
 Demonstrate creativity and editing skills to elevate our monthly enewsletter
 Utilise effective marketing skills to maximise our email marketing strategy
 Implement innovative social media campaigns to increase engagement and participation across our

channels
 Support our transition to a new national website
 Support DSV to refresh our image database and information
 Provide communications and administrative support to the DSV Communications Manager

SELECTION CRITERIA - Skills, Knowledge and Experience 
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 Commitment to and understanding of the values and aim of Down Syndrome Victoria: to work
alongside people with Down syndrome and their families so they may reach their full potential and live
the lives they choose.

 Knowledge of digital marketing and the desire to work in a collaborative and creative environment to
implement strategies that effectively reach out to everyone in our diverse audience.

 Excellent written communication skills and ability to create engaging and inclusive content.
 An understanding of Mailchimp and how to effectively target and segment our audience and manage

campaigns.
 Experience with Wordpress, Instagram, Facebook, Twitter and YouTube.
 Ability to work autonomously, but also engage as a collaborative team member.

Highly desirable

Essential

 Qualification (or equivalent experience) in Communications, Journalism, Public Relations or other
related field.

 Knowledge of and connection to Down syndrome

 Knowledge of the social model of disability

Work Environment 

We value and expect integrity, respect, accountability and inclusion.

This position can be based from home and requires a level of autonomy and trust. The nature of this role and
its responsibilities deems that some work will be required outside normal business hours. 

Appointment of the successful applicant is subject to satisfactory police records check, working with children 
check and DHHS support worker exclusion check. Other conditions in accordance with SACS 2000 
(Victoria) Award apply.

Contact 

Lucy Bain
Communications Manager
Down Syndrome Victoria 

Phone 9486 9600
lucyb@dsav.asn.au 

downsyndromevictoria.org.au 




