
 

Position Description 
 

Position title:  Senior Policy Officer 

Responsible to:  Head of Policy 

Stakeholders: CHIA NSW CEO, CHIA NSW Policy, Business Development and Learning and 

Development Teams, CHIA NSW members  

Position type:  Permanent full-time (36.75 hours per week) 

Direct reports:   Nil 

Salary: $90,000 - $100,000 plus superannuation, leave loading, and option to salary 

sacrifice 

Last updated:  January 2022 

 

Overview 

The Senior Policy Officer will be responsible to the Head of Policy for leading and managing a range of 

research, policy, and service delivery projects and for helping to co-ordinate the sector’s involvement in 

policy and debate.  

This includes the provision of a wide range of research and policy reports, good practice advice, 

information, and resources to support the Boards, management, and staff of individual member 

organisations, with the aim of building members’ capacity to improve and expand their businesses. 

Other roles will include stakeholder and member engagement, supporting our media and communication 

work, and supporting our advocacy work.  The Senior Policy Officer will also contribute to the development 

of CHIA NSW’s major events such as the Community Housing Conference and stakeholder engagement 

events. 

As a senior member of the Policy team, the Senior Policy Officer is expected to make an effective 

contribution to the achievement of the organisation’s broader objectives as an industry peak body. 

Work Environment 

CHIA NSW aims to promote a dynamic, challenging, collaborative and supportive working environment, 

which enables staff to focus on the achievement of the organisation’s intended outcomes.  Individuals will 

be expected to manage their workload independently and work in partnership with others, both within and 

outside the organisation.  



 

Flexible and/or part-time work arrangements (4 days per week) will be considered on request.   

 
 

Key Accountabilities 

 
1. Policy analysis and development 

- Research, analyse and review complex policy issues, identify emerging issues, develop evidence 

based options, and recommend solutions to resolve problems and mitigate risks  

- Build and maintain relationships with key stakeholders, facilitating their engagement in, and 

contribution to, the identification and development of policy solutions  

- Monitor policy and practice that impacts on the community housing sector in NSW and provide 

expert advice on specific policy issues. 

- Undertake expert review of community housing policies and business models and develop 

alternatives for consideration by key stakeholders 

- Provide a wide range of good practice advice, information, and resources to support the boards, 

management, and staff of member organisations, with the aim of building member capacity to 

improve and expand their businesses 

- Prepare high-quality written reports, publications, briefs, resource materials, e-bulletins, and good 

practice guides for publication  

- Lead and/or support the CEO and Head of Policy to deliver national policy and research projects 

- Support the preparation of briefing materials for the use of members as they engage in advocacy 

campaigns.  

 
2. Project management 

 Lead the procurement of research and policy projects, including the preparation of clear project 
proposals and plans. 

 Prepare accurate estimates of costs and resources required for more complex projects. 
 Manage external suppliers related to policy and research activities. 
 Monitor the completion of project milestones against goals and initiate amendments where 

required. 
 Evaluate project progress and identify improvements to inform future projects.  

 
3. Media and Communication support 

 Collaborate with CHIA NSW staff to identify and develop media stories and respond to 
emerging issues. 

 Prepare articles, speeches, and presentations as required.  
 Organise / assist with organisation of CHIA NSW events including the Community Housing 

Conference. 
 Present at appropriate conferences and seminars as required. 

 



 

4. Research  

 Lead and conduct research on community housing related matters as required. 
 Monitor research developments in housing and related areas of social policy. 
 Work with the Service Delivery and Learning and Development teams and others to identify 

areas of further research. 

 
5. Sector development 

 Develop, convene and resource forums of members to facilitate discussion of policy and 
program issues. 

 Represent the sector on government / non- government consultative forums, working parties 
and advisory committees as required. 

 Facilitate sector networks / communities of practice as required. 

 
 
6. Other 

 Work with colleagues to build a positive and collaborative workplace culture. 
 Work with colleagues to develop effective workplace communication practices. 
 Carry out other duties as requested by the CEO or Head of Policy from time to time. 

 

Key challenge 

• Delivering policy work and projects to the required standards and timeframes, given the need to 

rapidly understand and integrate information and adapt in an often changing and unpredictable 

environment. 

 

Selection Criteria 

 Degree in social policy, law or related discipline and/or equivalent experience 

 At least five years of experience in policy analysis and advocacy, preferably in the social or 

community housing sector at a senior level 

 Excellent research and report writing skills, including the ability to prepare reports to 

publication standard 

 Excellent oral communication skills, including strong presentation skills 

 Ability to communicate, negotiate effectively, and consult with a diverse range of stakeholders 

at all levels, including community housing, government, not-for-profit, and corporate 

stakeholders 

 Excellent understanding of State, Federal and Local Government and the process of policy 

development 



 

Demonstrated project management skills and the ability to manage contractors to ensure 

effective project delivery 

 Strong understanding of the role of communications and advocacy work in a member-based 

organisation, including understanding of the role of media.  

 Outstanding organisational skills and ability to manage multiple projects in a fluid environment 

 Demonstrated experience in facilitating or conducting research. 

 Demonstrated ability to work with a high degree of autonomy and as part of a cross-functional 

team, and a willingness to take initiative where appropriate. 

 Strong alignment with values-based organisations and the aims of the community housing 

sector. 

 

 
 

 

 


