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Policy and Programs Officer (Employment & Education) 

Reports to:  National Director, Policy & Strategy  

Direct reports:    N/A 

Date:   June 2022 
 
About Carers Australia 

Carers Australia is the national peak body representing Australia’s unpaid carers, advocating on their behalf to 
influence policies and services at a national level. 

Our vision is an Australia that values and supports the contribution that carers make both to the people they care 
for and to the community as a whole.  

Position purpose 

As the Policy and Programs Officer (Employment & Education) you will:  
• Assist in the design, implementation and reporting of programs in accordance with the organisation’s 

strategic direction and contractual responsibilities 
• Research, draft and provide input into the organisations submissions and other policy processes 
• Engage in a range of program, policy and advocacy issues and work in a collaborative environment.   

 
Position responsibilities 

Key responsibilities: 
• Provide support with the coordination, implementation and evaluation of programs in line with Carers 

Australia’s agreed protocols, timetables and budget to achieve established milestones 
• Develop and maintain a wide network of stakeholder relationships, using a variety of communication 

channels to determine and manage stakeholder expectations 
• Represent the organisation at a range of forums to internal and external audiences and committees  
• Provide support to communication activities through promotional material development, website content 

and National Carers Week preparation and delivery 
• Contribute to monitoring and the management of program budgets 
• Assist with continuous quality improvement and redesign of programs, communications and policy 

initiatives based on research, evaluation and trends 
• Assist with the development of written materials including CEO and Board reports, program briefs and 

status updates 
• Undertake research and analysis activities to support policy and program initiatives 
• Contribute to the policy team through input on policy statements, responses to consultation papers and 

other relevant policy initiatives 
• Comply with all provisions of the relevant workplace health and safety legislation and related health, 

safety and wellbeing responsibilities and procedures developed by the organisation. 
• Other duties as requested, commensurate with existing skills, knowledge and experience. 
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How the position will be assessed (Selection Criteria) 

Within the context of the role described above, the ideal applicant will be someone who has the following key 
capabilities: 

Essential 
1. Tertiary qualifications/experience/other requirements 

Tertiary qualifications in related discipline and/or sound experience in project management, design and delivery, 
and experience in policy research, development and writing. 

Knowledge of, or the ability to quickly gain an understanding of, national policy, legislation, and government 
programs relevant to carers.  

Knowledge of, or the ability to quickly gain an understanding of, national and jurisdictional education, training 
and employment systems, policies and programs affecting carers. 

Proven track record of qualitative and quantitative research skills. 

2. Supports strategic direction 
Sound understanding of Carers Australia’s strategic agenda, including the issues, programs and initiatives that 
impact on carers.  

3. Supports productive working relationships 
Proven track record of collaborative practice and internal and external stakeholder engagement and management. 
Experience in not for profit and/or member organisations desirable. 

4. Displays personal drive and integrity 
Demonstrates drive and motivation, ability to self-reflect and a commitment to the needs of carers. 

5. Communicates with influence 
Well-developed written and verbal communication and consultation skills and able to use a variety of 
communication channels to share information, engage and interact with diverse audiences.   

Able to report in a concise manner with sufficient attention to detail.  

6. Achieves results 
Contributes own expertise to achieve outcomes for the organisation through the ability to plan, manage and 
support business and service functions and deliver intended results within agreed timeframes. 

Able to work under minimal supervision and as part of a small team to achieve individual, team and 
organisational goals. 

Desirable  

1. Previous project management experience, particularly in the community or not-for-profit sectors. 
2. Previous experience designing and/or implementing programs for carers. 
3. Specialised knowledge in any of the following policy areas – education, employment, industrial relations, 

health, aged care, social security, law. 
4. Previous experience using data analysis products and tools (eg. TableBuilder). 
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Personal attributes 

Carers Australia expects its staff to: 
• Act with Integrity: Ethical and professional in approach to work and upholds Carers Australia’s values. 
• Value Diversity & Inclusion: Demonstrates inclusive behaviour and shows respect for diverse backgrounds, 

experiences and perspectives. 
• Think & Solve Problems: Able to think creatively, analyse and consider the broader context to develop 

innovative solutions. 
• Demonstrate Accountability:  Proactive and responsible for own actions, and adheres to legislation, policy 

and guidelines. 
• Deliver Results:  Achieves results through the efficient use of resources and a commitment to quality 

outcomes. 

Additional information 

• The duration of this position is 12 months in the first instance. 
• The successful candidate will be required to hold or obtain an ACT Working with Vulnerable People 

(WWVP) check and National Police Check. 
• The successful candidate will be required to actively participate in consultation and communication with 

their manager regarding health, safety and wellbeing issues and comply with all provisions of the relevant 
workplace health and safety legislation and related health, safety and wellbeing responsibilities and 
procedures developed by the organisation. 

• The successful candidate will work for an organisation that values its people and promotes leadership and 
innovation. At Carers Australia, we respect professionalism, embrace diversity and encourage a balance 
between work and life commitments. 

• The successful candidate will be required to acknowledge they understand and will observe the 
obligations under Carers Australia’s Code of Conduct and HR Policies and Procedures Manual. 
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