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Project Officer – Independent Contractor
About AusPATH
Established in 2009, the Australian Professional Association for Trans Health (AusPATH) is Australia’s peak body for professionals involved in the health, rights, and well-being of all trans people – binary and non-binary.
AusPATH’s principal purpose is to promote the health and well-being of all trans people – binary and non-binary. This is achieved through the organisation’s aims:
· Provide education on the health, rights, and well-being of all trans people – binary and non-binary to health professionals
· Develop best practices and supportive policies
· Share information and promote communication and collaboration amongst health professionals
· Encourage, promote, and disseminate relevant research
· Maintain a network of over 400 supportive and informed professional service providers
The Opportunity
The Australian Professional Association for Trans Health (AusPATH) is seeking to engage the services of an experienced Project Officer as an Independent Contractor to support the President, Vice President, Company Secretariat and AusPATH Board by coordinating various projects, engaging with AusPATH’s Committees (Education, Research and Policy), and assisting with the coordination of AusPATH communications, including web content, email, and social media presence. 
Providing service to a small, volunteer-led organisation, the Project Officer is crucial to the successful running of AusPATH and will be self-managing with regular reporting to the President and Company Secretariat. 
Provision of this service may suit an individual contractor with experience in trans or LGBTQ+ organisation, or another similar peak body, and someone with flexibility in their weekly schedule.
Diversity and Inclusion: AusPATH is a national organisation dedicated to trans communities and the professionals involved in their health, rights, and well-being. The AusPATH Board is comprised of trans and cis volunteers, with a trans majority. AusPATH, therefore, expects a service provider to have diversity and inclusion central to their work ethic.
Location: Flexible. AusPATH is a national volunteer-led organisation with Board, Committee and General Members located across Australia and New Zealand. The successful applicant will work from home as we do not have a central office.

Hours:  The hours for this service are flexible and are dependent on the projects being undertaken - up to 14 hours per week. Some weeks there may be no hours worked.
Payment: $50 per hour on issuing of an invoice, detailing hours worked.
Reporting to: The AusPATH President and Secretariat
Conditions: As a contractor to AusPATH, you will supply all your own equipment and tools, and you will require an ABN.
Key responsibilities & duties:
1. Project Coordination
a. Act as a crucial point of contact for AusPATH’s Board, committees, and members
b. Facilitate project initiation, goal setting, timeline management, communication plans, project tracking and milestones
c. Communicate and engage with key internal and external stakeholders
d. Support committees to facilitate and exchange information and support project completion in line with project plans
e. Support the President and Vice President with media enquiries and activities

2. Policy and Advocacy support
a. Support the AusPATH Board to review policies from external organisations and provide detailed summaries focusing on how they align with AusPATH policies
b. Support the AusPATH Board and committees to develop policy
c. Assist the AusPATH Board in the advocacy work by supporting them in developing responses and promoting AusPATH’s position in support of trans people's rights to access health care.

3. Communications - Planning and Delivery
a. Using applicable project management web and social media tools, ensure communications are developed from approved content and scheduled according to agreed timetable
b. Develop media releases and position statements for approval and dissemination in consultation with board and committees
c. Curate, manage and respond to social media activity, engagement, and enquiries as applicable
d. Ensure communications are accessible, respectful, inclusive, diverse, and intersectional
e. Maintain relevant website content
f. Assist with compilation of reporting 
g. Develop, deliver, and evaluate innovative communications (social media, website, and member communications) for each calendar year, in conjunction with Board and Company Secretariat

4. General Administration
a. Provide the Board with governance support as required
b. Oversee onboarding and offboarding of Board members
c. Organise Strategy/Planning Days/AGM for the Board in conjunction with the Company Secretariat including bookings, documentation, and admin support for the President
d. Compile and track annual calendar of events 


Selection criteria: 
Essential:
· Independent contractor with an ABN and ability to work for an Australian organisation
· Experience working in/with trans and/or LGBTQ+ communities, either paid or as a volunteer
· Demonstrated commitment to and understanding of gender affirming healthcare and trans health 
· Relevant qualification in project coordination, public relations, business, digital marketing, media and journalism, or equivalent experience 
· Sound project management skills including; organising work, managing time, prioritising, and meeting deadlines
· Demonstrated ability to provide administrative and project support
· Competent in the use of Microsoft Office applications, Google applications, project management tools, Canva or similar, and social media platforms (such as LinkedIn, Facebook, and Instagram)
· Ability to work independently and cooperatively as part of a team
· Utilising social media for member engagement and marketing activities
· Excellent written communication skills

Skills and Behaviour:
· Strong interpersonal skills
· Accountability and dependability
· Ability to prioritise lived-experience perspectives 
· Strong analytic skills
· Digital literacy and the ability to support others in its use
· Creativity and graphic design for social media
· Proof-reading and attention to detail

Application process:
Stage one
To apply for the position please submit your CV and cover letter and answer the following three questions. To increase accessibility, we are giving all applicants the option of submitting their responses to these questions either in video format or in written format.

1. Why do you want to work as a contractor for AusPATH? In your answer, please refer to your experience working with and/or connecting to LGBTQIA+ communities (2 min video or 250 words.
2. Provide an example of project that you have coordinated. In your answer discuss the project and how you have communicated effectively with stakeholders (2 mins or 250 words).
3. In your own words, explain gender affirming care and the informed consent model. In your answer explain why you believe these models of care are important to the trans community (3 mins or 375 words).
Please submit your application to info info@auspath.org.au by 15th November 2022.

Applications will be reviewed by Board representatives and applicants will hear from us within two weeks. 

Stage two
Selected applicants will be asked to complete a written task (approximately 600 words). Applicants will have five days to submit the task. 
Tasks will be reviewed by Board representatives and applicants will hear from us within one week.

Stage three
Selected applicants will be invited to an online interview. The interview panel will consist of Board representatives. This will also be an opportunity for applicants to ask questions. 

Stage Four
Reference Checks
We will contact to two references who can speak to your project management experience as well as your commitment to working with the LGBTQIA+ community. 

Stage Five 
The successful applicant will be offered the position and onboarding will occur. 
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