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POSITION DESCRIPTION 

POSITION TITLE: COMMUNICATIONS OFFICER 

OFFICE LOCATION: National Council Secretariat 
Deakin West 

REPORTS TO: National Communications Director 

OTHER PROFESSIONAL 
RELATIONSHIPS: 

National Council Chief Executive Officer 

CONDITIONS OF EMPLOYMENT: Individual Employment Contract 

EMPLOYMENT STATUS: 0.6 FTE : 45.6 hours/fortnight 

REMUNERATION: Superannuation at statutory rate 

Salary packaging is available upon completion of probation period 

PROBITY CHECKS Two References  
National Criminal Record Check 
Working with Vulnerable People Check 

OUR PURPOSE & VALUES 

The St Vincent de Paul Society is a lay Catholic organisation that aspires to live the gospel message by 
serving Christ in the poor with love, respect, justice, hope and joy, and by working to shape a more just 
and compassionate society. 

The Society aspires to be recognised as a caring lay Catholic charity offering a ‘hand up’ to people in 
need. We do this by respecting their dignity, sharing our hope and encouraging them to take control of 
their own destiny. 

SOCIETY OF ST VINCENT DE PAUL NATIONAL COUNCIL OF AUSTRALIA INC. 

The St Vincent de Paul Society has lent the hand of support to Australians experiencing disadvantage 
for over 175 years. Almost 60,000 members and volunteers dedicate their time and talents to this 
important work in communities across the country. 

As well as visiting individuals and families in their homes, the Society runs a range of programs to support 
people experiencing homelessness; family violence; mental illness; help for migrants and refugees; 
supported employment; addiction services; education and training; youth support services and Vinnies 
shops. 

At the core of the Society’s good work is a grassroots commitment to helping people break their own 
personal cycles of disadvantage. Our members and volunteers are on the ground, every day, acutely 
aware of the hardships that impact the social fabric of modern-day Australia. 

ABOUT THE POSITION 

The National Council is looking for an experienced communications officer who has relevant tertiary 
qualifications and a minimum of five years’ experience. A solid understanding of current social policy 
issues, the political process and media is essential. The role requires someone who can write for different 
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audiences with minimal supervision. This is a relatively senior role, working to the National Communications 
Director. 

KEY ACCOUNTABILITIES 

This position is responsible to the National Communications Director or delegate, for the following key 
accountabilities: 

1. Support the work of the communications team 

2. Populate and monitor the National Council’s Twitter account, including sourcing/producing relevant 
graphics 

3. Draft and distribute media releases 

4. Share the responsibility for receiving and directing media inquiries 

5. Draft and distribute the fortnightly electronic newsletter 

6. Apply the Style Manual to all work 

7. Maintain photo library, contact lists and advocacy calendar 

8. Copywrite for the website and upload policy documents and comms material to the website. 

9. Assist with monthly meetings of the National Communications Network 

The key accountabilities and the associated KPIs cannot be delegated without the authority of the CEO or 
their delegate. Other duties may be required, as directed, commensurate with skills and abilities. 

OH&S RESPONSIBILITIES 

The National Council recognises its moral and legal responsibilities to provide a working environment for 
its employees, volunteers, contractors, visitors, the general public and those whom we serve (our 
companions and our residents), that is safe and healthy.  

The Writer is accountable to the National Communications Director for delivering the above key 
accountabilities and for ensuring these activities are conducted in accordance with the Associations 
Occupational Health and Safety Management System and in a manner that minimises the risk of injury or 
ill health to all people affected by the activity.  

Where the risk of injury or ill health cannot be eliminated completely the CEO is to ensure that appropriate 
and effective controls are documented and implemented to reduce the risk as far as practicable.  

SELECTION CRITERIA 

ESSENTIAL • Tertiary qualifications and a minimum of five years relevant experience 
• Excellent written and oral communications skills. 
• Demonstrated understanding of current social policy issues, political process and 

media relations. 
• Demonstrated competence using platforms such as Twitter, Campaign Monitor. 
• Demonstrated time management skills, including the ability to prioritise, manage 

multiple tasks and meet deadlines. 
• Demonstrated ability to work as part of a team, but independently with limited 

direction. 
• Demonstrated empathy for the mission and vision of the St Vincent de Paul Society 
• Understanding of the workings of a federated structure such as that of the St 

Vincent de Paul Society 
• Understanding of the not-for-profit sector and the role of peak bodies in national 

politics  
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Position Description Acknowledgement 

I have read, understood and agree to comply with the above position description. 

Employee 
Signature: 

 Date:  

 

Reviewed 15 February 2021 


