
 

 

 

VOLUNTEER OPPORTUNITY 
 

The United Nations Association of Australia NSW Division (UNAA NSW) is offering volunteer 
opportunities for selected volunteers, reporting directly to the Director of Marketing & 
Communications. The volunteers will have the opportunity to grow their skills and gain 
experience with one of Australia’s leading international affairs NGOs. We will be hiring two 
to four volunteers for the Communications Officer position. 

UNAA (NSW) works to inform, inspire, and engage all Australians regarding the work, goals, 
and values of the United Nations to create a safer, fairer, and more sustainable world. Learn 
more about the UNAA at www.unaa.org.au.  

Who can apply?  

This opportunity is open to all individuals 18 years or over and preferably who are based in 
NSW.  

What is involved?  

The successful applicants will work primarily online, reporting to the Director of Marketing & 
Communications for, ideally, 6 months. The volunteering will be unpaid and require a 
minimum of two hours per week. Please see the Position Description below for more details 
on the time commitment and flexibility. 

The roles will vary depending on the skills and experience of the volunteers and current 
projects being undertaken by UNAA (NSW). Applicants should be self-starters, energetic, 
innovative, possess high levels of integrity, and able to maintain discretion on sensitive 
matters.  

How to apply  

1. Read the positions descriptions below.  

2. Write a one-page cover letter addressing the following questions with consideration to the 
selection criteria:  

• Why do you wish to volunteer with UNAA (NSW)?  

• What skills and experience will you bring to your role as a volunteer?  

• What do you hope to gain from an opportunity with UNAA (NSW)? 

3. Create a single document application including your cover letter, CV, and contact details. 

 



 

4. Send your completed application to naomi.kroll@unaa.org.au with the subject line ‘UNAA 
(NSW) Volunteer Opportunity Application 2020’.  

Application Deadline: Open until filled 

ONLY SHORT-LISTED CANDIDATES WILL BE CONTACTED – Due to the large number of 
applications we receive, we are unable to provide feedback on individual applications.  

For any more information, please contact naomi.kroll@unaa.org.au. 

 

Position Description: Communications Officer (Volunteer) 

Location: Primarily online and on occasion in the UNAA NSW Office: Glebe Office. 

Time Commitment: On average, 2-3 hours per week. The hours are flexible as most work 
will be completed online and the role will respect your personal commitments. Deadlines for 
tasks and team meetings should be followed.  

Due to the nature of UNAA (NSW), there will be times that the successful applicant may 
need to work slightly longer hours (for example, in preparation for an event such as the UN 
Day Gala Dinner).  

Dates: The start date of this volunteering opportunity has some flexibility, but will ideally run 
for 6 months from January 2021.  

Direct report: The role reports directly to the Director of Marketing & Communications.  

Tasks may include, but are not limited to:  

• Assisting in developing external public relations and communications strategies for 
UNAA (NSW)  

• Managing stakeholder enquiries received by phone, post, and email  

• Researching, writing, and editing content for social media, email, and official 
publications 

• Publishing posts on social media and monitoring performance 

• Supporting and helping to coordinate the fundraising efforts of UNAA (NSW) 

• Specific tasks depending on your skills and experience. Eg. assisting with website 
redesigns, editing video content, writing content, and reporting on statistics 

• Supporting the the Director of Marketing & Communications and the UNAA (NSW) 
Office in other tasks such as research and administration  
 

 



 

Selection Criteria  

• Excellent written and oral communication skills  

• Previous experience in marketing, communications, social media, and content is 
preferred  

• Strong organisational and interpersonal skills  

• Initiative and the ability to consider solutions creatively  

• Ability to be a self-starter that takes personal initiative and requires minimal  
supervision, yet equally willing to take direction  

• Ability to work professionally and constructively with a range of stakeholders  

• Commitment and passion for UNAA’s charitable mission  

• A drive to meet and exceed expectations  

Benefits  

• Build your resume and gain experience working for an internationally recognised 
brand and NGO  

• Develop experience and transferable skills  

• Be trained in core marketing and soft skills 

• Learn about the work of both the United Nations and UNAA (NSW)  

• Gain a greater real world understanding of government and international affairs  

• Develop relationships with a network of talented volunteers and qualified 
professionals  
 

 


