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Position Title:  Digital Communications Officer 

Location: Carlton 

Reports to: Communications Manager 

Direct Reports: 0 

Award & Classification:  Miscellaneous Award 2020 Level 3 

Employment type:  12 months fixed-term with possibility of extension 

Last update:  September 2021 

 

RedR Australia 

RedR Australia is a not-for-profit humanitarian organisation that helps communities prepare for, respond to and 
recover from crisis and conflict by: 

 maintaining a Standby Roster of highly skilled personnel for deployment before, during and after 
crises 

 providing humanitarian training to professionals and technical experts who wish to participate in 
emergency humanitarian work and to aid workers wishing to enhance their skills.  

 
Position Summary 

Reporting to the Communications Manager, the Digital Communications Officer will contribute to the 
development and implementation of the communications strategy with the aim of optimising the RedR brand 
and creating powerful social impact in Australia and internationally. The Communications Officer will be 
responsible for executing the digital communications plan as part of the broader communications strategy, 
building engagement and community via social media channels, acting as brand ambassador and managing all 
brand assets, producing digital content, coordinating website content updates, and coordinating fundraising 
activities and appeals.  

The Digital Communications Officer will work closely with the Communications Manager, and build strong 
relationships with external and internal stakeholders including Training, Strategy, Roster and Deployment 
teams and Deployees. This is an exciting opportunity for a digital specialist to gain experience in the 
humanitarian not-for-profit sector.  

Key Responsibilities 

Communications  

 play a key role in implementing the digital communications plan, including managing the website, social 
media channels, EDM, digital content hub, and digital brand portfolios 

 draft, develop and publish engaging content across all digital channels 

 manage and execute web publishing, ensuring content is consistent, current, accessible and optimised 
for SEO and mobile functionality 

 manage and execute RedR’s social media activity, including planning, scheduling, monitoring and 
tracking approvals 

 conceive, design and produce digital design assets, including infographics  

 gather analytics and report on digital audience growth, reach and engagement 

 maintain RedR’s content hub, ensuring content is current, accessible and well organised 

 manage general external enquiries and monitor the communications email inbox, escalating queries as 
required. 

 manage the content calendar and other databases including key contacts and suppliers 

 ensure communications systems, policies, and procedures are maintained 
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 coordinate RedR branding and marketing materials, including merchandising  

 contribute to internal communications  

 support and/or coordinate events or organisational activities including fundraising and appeal events 

 deliver items as required within the communications strategy. 
   

Stakeholder Liaison 

 work with key functions to support the promotion of Training, Roster and Deployments, Corporate 
Partners and organisational events 

 participate with other humanitarian and industry actors in relevant forums as required 

 establish positive relationships with appropriate agencies and service providers 

 liaise closely with internal functions to streamline and optimise operational efficiency. 
 

Team Effectiveness 

 work as part of the immediate team to contribute to the development of team goals and plans 

 work with an ethos of collaboration, co-operation, respect and mutual support 

 support and contribute to the development of a working environment based on shared accountability 
and effective knowledge sharing 

 actively participate in team meetings, performance appraisals, staff guidelines and comply with OHS 
standards.  

 
Qualification, Knowledge, Experience and Essential Requirements  

Qualifications and Essential Requirements 

Essential: 
 right to work in Australia or appropriate visa  
 police clearance 
 
Desirable: 
 tertiary qualification in Digital Media, Communications, Journalism, Marketing or similar discipline 
 
Other Special Requirements: 
 due to the nature of the role, the incumbent may undertake after-hours work and travel on 

weekend. 
 

Knowledge and Experience 

Required: 
 2 to 5 years experience in communications, journalism, digital marketing, digital publishing or similar 
 experience managing digital channels and platforms 
 an up-to-date understanding of SEO and social media trends and best practice 
 strong digital design skills and experience using Adobe software, including InDesign and Illustrator 
 advanced computer skills using Microsoft Office Suite and systems development 
 proven ability to plan and execute according to a communications strategy 
 excellent understanding of audience analytics and reporting, and how data informs communications 

planning and strategy 
 experience building strong stakeholder relationships 
 demonstrated ability to use database systems, and marketing and website management tools 
 experience working in a fast-paced, deadline driven environment and proven ability to manage 

competing deadlines 
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Desirable: 
 experience and understanding of the not-for-profit humanitarian and development sectors is 

advantageous  
 experience in web-based design. 

 

Skills and Attributes 

The occupant of this position must exhibit the following: 

 be a positive, solutions-focused digital specialist, with a collaborative and efficient working style 
 ability to work autonomously and within a collaborative team environment 
 excellent interpersonal skills and exceptional written and verbal communications skills 
 a strong desire to grow, expand your skillset and learn from failure  
 strong skills in developing and maintaining relationships with staff and other key stakeholders 
 ability to work independently, demonstrate initiative and creativity, and be resourceful  
 ability to work under pressure, with flexibility to respond to peaks in activity 
 strong customer service focus and continuous improvement approach 
 excellent organisational skills and ability to meet competing deadlines 
 excellent attention to detail  
 ability to adapt and thrive in a changing environment  

 
 

Verification  

This section verifies that the position holder and supervisor have read the above position description and are satisfied 
that it accurately describes the position. This position description may be modified from time to time to reflect 
organisational changes.  Any changes will be discussed and agreed with the position holder/ incumbent. 

 

Position Holder: Name   

 

 Signature  Date       /      /  

    

    

Supervisor: Name   

 

 Signature  Date       /      /  

 
 


