
 

Position Description 
Organising Operations Assistant 
 
REPORTING TO National Network Organiser 
WORK LOCATION: Melbourne (Wurundjeri Country), Brisbane (Yugerra Country), Canberra 

(Ngunawal Country), or Sydney (Gadigal Country) 
GRADE: 3 
SALARY (FTE): $67,854 per annum plus 11% superannuation 
STATUS: Temporary six-month term 
HOURS: 22.5 hours per week (0.6 FTE) 
 

WHO WE ARE 

The Australian Conservation Foundation is Australia’s national environment organisation – over 
700,000 people, creating a world where forests, rivers, people and wildlife thrive.  For more than 
50 years, we’ve been protecting the web of life across our continent, from the Kimberley to the 
Reef and down the Great Dividing Range to Tasmania’s forests. 

We bring together people from community, government and business.  Our supporters advocate 
for climate action and for our living world.  We hold decision makers to account.  We champion big 
ideas and find common ground with unlikely partners.  We are proudly independent, non-partisan 
and funded by donations from our supporters. 

THE ORGANISING TEAM 

Community Organising is a key part of ACF’s theory of change to create a sustainable future for 
generations to come.  Our job is to build an unstoppable people powered movement that can help 
change the story on what’s possible and fix the underpinning systems that are locking us into 
environmental degradation. Our day-to-day work includes recruiting, supporting and training 
volunteer leaders to be effective advocates for change, empowering sustainable and powerful 
community groups to take collective action and working closely with our Campaigners to ensure our 
active community are running co-ordinated, impactful campaigns to protect nature, stop fossil fuel 
developments and transform to a renewable economy.  
 
THE ROLE 

The Organising Operations Assistant will be responsible for supporting Community Organisers in 
their work to equip ACF community groups with the resources and skills they need. The Organising 
Operations Assistant will coordinate with organisers, community groups and volunteers to ensure 
our online and offline events are set up for success by managing logistics, communicating with 
participants and tracking data to help the organising team measure their impact.  

KEY COLLABORATIONS 

This Organising Operations Assistant works closely with the ACF Community group 
leaders and members, Community Organising team and Community Mobilisation team to 
engage volunteers in campaign activities.  
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RESPONSIBILITIES 

The Organising Operations Assistant will be responsible for supporting Organisers and Community 
groups with logistics and participant communication. Specifically, they will be: 
 

• Coordinating the recruitment, event logistics and scheduling of training in line with 
direction from the National Network Organiser. 

• Supporting in the preparation and production of materials for training, community and 
outreach events.  

• Communicating with participants in the lead up and following priority events.  

• Tracking and updating training resources for the ACF Community in line with direction 
from the National Network Organiser. 

• Researching, booking and liaising with venues and caterers at ACF in-person events 
• Tracking and updating training and resources for the Organising Team and ACF Community 
• Other duties as requested by the supervisor 

 

KEY SELECTION CRITERIA 

1. Project management: Demonstrated planning and project management skills with 
delivering logistics.  Attention to detail is essential. 

2. Communication skills: Strong written and oral communication skills, and a willingness to 
get ‘out and about’ and engage with people. Ability to build meaningful relationships with 
people from a wide variety of backgrounds. 

3. Teamwork: Cooperates and works well with others. Excellent people and relationship 
building skills. Accommodates and works well with the different working styles of others, 
treating all people with dignity consistent with ACF values. 

4. Initiative: Ability to work autonomously, demonstrate initiative and problem solving. Able 
to understand ACF’s campaign objectives and see opportunities to advance them at a local 
community scale.  

5. Organising: Able to inspire, support, empower and involve ACF supporters, members and 
volunteers in community campaigns. Has a base level understanding of mobilisation and 
how it intersects with organising. 

6. Digital communication and data management: Competent level of general digital literacy, a 
fast learner who can quickly learn to operate a variety of online organising tools 

7. Integrity: Commitment to the protecting the environment and ACF’s values, and an 
empathy for the challenges facing local communities. 

8. Work hours regularly occasional weekends and after hours’ work. 
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