
POSITION DESCRIPTION: COMMUNICATIONS AND CONTENT MANAGER 

The Refugee Advice Casework Service (RACS) seeks a dedicated person to join its team of 
committed human rights lawyers and support staff as a Communications and Content Manager 
working within the Fundraising team. The position is full-time commencing as soon as possible.   

The remuneration package for the position is at the SCHADS Award rate Level 4 -  Level 5, determined 
as per experience level, pro rata, per annum, plus superannuation contribution and loadings. Salary 
packaging is available.  

This is an opportunity to join a growing human rights not-for-profit organisation and community legal 
centre; one with big ambitions to not just ensure refugees and people seeking asylum receive the 
immediate legal support they need, but to inspire long-term meaningful social change. Whilst you will 
work closely with the fundraising team and the Centre Director, this is a great opportunity for a 
driven, creative and motivated person to take the lead and work autonomously to drive growth and 
reach new audiences.    

RACS is committed to working together to achieve a more inclusive community. Our workplace 
strives to be one that embraces and celebrates diversity and the wide range of skills, expertise and 
experience we all bring to strengthen our dynamic, collaborative and responsive environment. RACS 
encourages people from all backgrounds to apply, including Aboriginal and Torres Strait Islander 
peoples, people from culturally and linguistically diverse (CALD) backgrounds, people identifying as 
LGBTIQ+, people with disabilities and those with lived experience of seeking asylum, including 
those on temporary visas. 

Reporting to:   Fundraising Manager  
Key Internal relationships:  Centre Director, Digital and Administration Officer, Leadership Team 
Direct Reports:   N/A 
Location:   30 Botany Street, Randwick or working from home as agreed. 

Application Procedure: 
To apply, please send the following documents addressed to Kerrith Sowden at 
reception@racs.org.au by 5.00pm, Monday 31 January 2022: 

• Your CV
• A cover letter outlining why would like the position and addressing each selection criteria in

point form, (no longer than 2-3 pages).

Interviews will be held ASAP with a view to commence at RACS as soon as practicably. 
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About RACS: 
 
Vision:  Justice and dignity for refugees 
Mission:   Dedicated to achieving justice and dignity for refugees through the provision of 
effective legal services and influential advocacy 
Values:  Collaboration - Leadership - Expertise - Integrity – Independence 
 
The Refugee Advice and Casework Service (RACS) is an established and well-respected 
community legal centre with a vision of justice and dignity for refugees and a world where those who 
seek Australia’s protection are able to live their lives with dignity, security, family unity and freedom. 
 
RACS provides free, dedicated legal services to refugees and people seeking asylum. Through 
individual advice sessions, community education and public advocacy, RACS strives to ensure that 
individuals and families, at risk of persecution or other forms of significant harm, gain access to 
equal and fair representation before the law, and are granted protection by Australia, and 
opportunities to seek family reunification.   
 
Our work is premised on a commitment to fundamental human rights, human dignity and 
international protection. RACS demonstrates this commitment through its independent, impartial and 
professional advice; integrity of its staff and volunteers; its belief in continuous learning, including 
through partnerships with other organisations; and fair and flexible conditions provided to staff and 
volunteers. 
 
About the Position: Communications and Content Manager 
 
This is a critical role straddling Communications, Content, Fundraising and Marketing. Quality 
content is at the heart of our ambitions for centre growth.  Though our purpose is to provide effective 
legal services and influential advocacy to refugees and people seeking asylum, the creation of 
compelling content that people respond to and want to share, is crucial to attracting the fundraising 
income the organisation needs to be sustainable.  
 
Our communications and content should reach anyone and everyone with an interest in what’s 
happening in human rights in Australia.  It should be the sort of content that is impactful and can 
stand out against others in this not for profit space - persuasive, compelling, engaging, creative and 
where necessary – provocative. 
 
Key Responsibilities: 
 

• Create exceptional content for fundraising purposes that is compelling, accessible, 
informative and emotive in order to reach, engage and motivate donors.  

• Design and create content for annual and one-off appeals and campaigns, petitions, surveys, 
events and brochures, website content and general communication with stakeholders and 
supporters.    

• Create fast-turnaround content for all media channels including emails and email user 
journeys, social media, video, press releases, brochures that is driven by both internal 
factors (project based) and reactive to external factors (Government policies and 
local/international crises). 

• Work closely with the Digital and Administration Officer to help distribute the content and 
measure its reach, impact and effectiveness, and maximise its prominence in online 
searches.  

• Measure success by demonstrating that the content created is driving significant growth. 
• Deliver annual communications and content strategy and as well as general reports as 

needed in support of RACS thought leadership. 
• Reach acquisition and retention targets. 
• Exceptional attention to detail and effective communication skills, particularly in written work.  



  

• Engage volunteers and interns as necessary (videographers, photographers, graphic 
designers etc) to leverage support for the organisation in the creation of content.  

• Respond to media enquiries, drive media attention and coordinate RACS media 
engagement. 

• Undertake administrative tasks as required in a small team. 
• Be a contributing member to the RACS team more broadly. 

 
SELECTION CRITERIA 
Essential 

1. Demonstrated experience and success in creating exceptional content for media, fundraising, 
campaign and/ or awareness purposes. 

2. Ability to deliver fast-turnaround content while maintaining quality messaging. 
3. Experience in developing and implementing a successful multi-channel communications 

strategy to optimise acquisition, conversion and retention of donors.  
4. Ability to work efficiently and effectively to deadlines with minimal supervision. 
5. Ability to work collaboratively and across different teams. 
6. A commitment to supporting refugee and human rights issues. 
7. High-energy, driven, passionate and motivated with demonstrated resilience and adaptability to 

work within small teams with shifting and unexpected priorities. 
 
Desirable Criteria  

1. Knowledge of social media marketing and search engine optimisation.  
2. Digital fundraising experience. 
3. Salesforce experience. 
4. Pardot experience. 
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