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POSITION DESCRIPTION 

Position title: Workforce Diversity Officer (North 
West Tasmania) 

Incumbent: Vacant 

Reports to: CEO Date PD reviewed: 29 October 2021 

Location: We are a Victorian-based national organisation with flexible remote working arrangements and access 
to office space. The incumbent will spend time operating in off-site in various workplaces and 
community settings in Northe West Tasmania. 

Hours: Part-time (0.6 FTE). Contracted role until December 2023 subject to funding. 

Salary: $70,000 including super, pro-rata. 

 

Position Purpose 

The Tradeswomen Australia Group (TWAG) strives for gender equality and empowerment for all girls and women to access, 
participate, and succeed in trade careers. 
 
We’re seeking a Workplace Diversity Officer to support trade employers in North West Tasmania through a 12-month culture 
change program by providing training on governance, operational, and toolbox meetings that improve diversity and inclusion 
outcomes, and further tackle workplace culture by improving the mental health and wellbeing of workers. 
 

 

Context 

TWAG is a group of not-for-profit organisations (Tradeswomen Australia Foundation and Tradeswomen Australia Community 
Foundation) funded through sponsorship, grants, philanthropy, government, business, and community contributions or 
services.  
 
TWAG undertake a variety of projects which aim to: 
 

• Increase community awareness of the trades as career options for girls and women 

• Reduce barriers to access trade careers 

• Support employers to create more inclusive workplace environments 

• Enable women to thrive in sustainable careers after their apprenticeship or traineeship 

• Engage the community in support of the need. 
 
TWAG consists of a small management team of full and part-time paid staff, supported by volunteer teams and governed by an 
honorary board with committees.   
 

 

Responsibilities and Accountabilities  

The Workforce Diversity Officer is accountable for optimum TWA Program delivery, continuous improvement and outcomes. 
Responsibilities include: 

• Provide regular support (1 hour per month – in person, where possible) to participating organisations and their 
employees and document and evaluate engagement. 

• Understand and clearly communicate advice and guidance around workplace issues, preventative measures, mental 
health and wellbeing resources and implementation process (e.g. Resources including but not limited to training, 
manuals, scripts, policies and procedures). 

• Refer partner and employees to professional services if further support is required. 

• Support the delivery of the TWAG Strategic and Operational Plans, working collaboratively to optimise outcomes. 

• Collaboratively develop and implement international best practice for girls and women in trade. 
 

 

Competencies and Attributes 

• Ability to deliver through enabling and empowering others. 
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• Excellent relationship building skills, with the ability to communicate with a variety of stakeholders including trade 
employers, tradesmen and tradeswomen using an engaging coaching/mentoring approach. 

• Confident public speaking and delivering presentations. 

• Strong customer service ethic, highly driven, optimistic, energised, flexible and solutions orientated. 

• Outstanding time management and organisations skills 

• Advanced digital, MS Office and CRM skills (ZOHO preferred). 

• Understanding of Apprenticeship systems and trade work environments (preferred) 

• Car and driving license 
 

 

Qualifications and Experience – Key Selection Criteria 

• Previous success in contract, supplier and partnership communication, identifying and enabling system enhancements, 
building relationships, implementing process and continuous improvement, and community capacity building to 
enable change at the grassroots. 

• Demonstrated experience in a HR/Health & Safety and/or Mental Health role providing support and guidance in 
complex stakeholder environments. 

• Advanced skills in leveraging innovative digital tools for communication, presentation, program management, 
employer and women in trade engagement eg. Zoom, social media. 

• Demonstrated success in CRM/database management, maintenance and reporting  

• Experience in and/or understanding of the trade industry. 

• Tertiary education in relevant discipline or equivalent experience. 
 

 

Employee Values 

We ask our Tradeswomen Australia Group team to display personal qualities consistent with the organisation’s values: 
 
Respect 
We value all people and their diversity. 
 
Integrity 
We will act in a fair, transparent, honest and ethical way. 
 
Equality 
We believe in equal opportunity and human rights particularly for women, and we reject all forms of sexism, racism and 
xenophobia. 
 
Courage 
We are proactive, innovative, inspired by new ways of thinking and new ways of relieving distress and disadvantage. 
 
Relationship 
We invest in more than a handshake, aspiring to healthy and positive business relationships with colleagues, partners, 
clients, associates and any other entity that directly or indirectly contributes to the success of our organisation. We build 
on friendships, camaraderie and valuable professional networks to further our Mission.  
 

 
This Position Description is a guide only and is not intended to be an exhaustive or exclusive list of the duties of this position. 
It is subject to review and modification by the CEO at any time in response to the changing needs of the organisation. 


