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POSITION DESCRIPTION   
As at January 2024 

TITLE: 	Policy and Research Officer 

LOCATION: 	Our Community House, North Melbourne (hybrid work arrangements available) 

EMPLOYMENT TYPE: 1.0 FTE with flexible working arrangements available; fixed term to 31 December 2025 (potential for renewal subject to funding and performance). 

Please note that the Policy and Research Officer is required to attend occasional overnight camps, after hours meetings and Saturday shifts from time to time.  

CLASSIFICATION:	SCHADS Level 4 

REMUNERATION: 	$82,045.60 pro rata plus 11% superannuation (FTE).

ROLE OVERVIEW 
Reporting to the Policy and Advocacy Manager, the Policy and Research Officer will work within VicSRC’s small but dynamic Policy and Advocacy team to support our policy and advocacy work, focused on delivering systemic reform in VIctoria to make the education system stronger, fairer, and more equitable for every student. 

The Policy and Research Officer will support this work by conducting research, planning and delivering advocacy activities, designing and facilitating consultations and other student engagement, and drafting policy submissions. 

The Policy and Research Officer will be responsible for the coordination and delivery of the VicSRC Student Advisory Panel, established to support ongoing government reforms to Senior Secondary Pathways in Victoria. The objective of the Panel is to establish a forum for students to provide advice and recommendations to the Victorian government regarding this key policy initiative.  

Along with these responsibilities, the Policy and Research Officer will work closely with VicSRC’s Student Executive Advisory Committee and the Policy and Advocacy Manager to support selected initiatives to advance VicSRC’s advocacy priorities. 

KEY RESPONSIBILITIES 
Research, Policy and Advocacy 
· Conduct research and complete literature reviews to inform policy submissions and advocacy priorities.
· Assist in the production of policy and advocacy materials, including summarising research, preparing briefing papers and drafting policy submissions.
· Convene, facilitate and analyse data from consultations and roundtables, and ensure that events are accessible, inclusive and focused on capturing the voice of students.
· Prepare and plan advocacy activities, including campaigns, with the support of the Policy and Advocacy Manager. 
· Attend meetings and maintain records of engagement with relevant VicSRC stakeholders.
Project Coordination and Delivery
· Oversee end-to-end recruitment of the Student Advisory Panel, including advertising the opportunity in partnership with the Communications and Marketing team, reviewing expressions of interest and conducting interviews with applicants, onboarding Student Advisory Panel members including planning and delivery relevant training, and overseeing the exit process. 
· Coordinating regular meetings of the Panel as well as additional engagements (such as workshops and training) with Student Advisory Panel members. 
· Maintaining timely communications with the Department of Education on all matters relating to the Panel. 
· Developing and distributing meeting materials including agendas, briefing notes and meeting minutes. 
· Developing strong and effective relationships with Student Advisory Panel members, as well as key government and sector stakeholders. 
Stakeholder Management and Relationships
· Represent VicSRC and its purpose, programs, and services in a strong and positive light.
· Secure and maintain strong relationships with government representatives and key government agencies to advance and advocate for the interests of Victorian students.  
· Maintain positive relationships with stakeholders across the Victorian youth and education sectors, collaborating on joint initiatives and leveraging collective advocacy opportunities. 
You will be required to perform these duties, and any other duties the employer may assign to you, having regard to your skills, training and experience.              
Reporting
This role reports to the Policy and Advocacy Manager. This role has no direct reports. 
Qualifications 
Policy, research, social work, education or other relevant degree qualification.  
Experience 
Up to 5 years’ experience in relevant fields. All applications will be considered. 
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