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POSITION DESCRIPTION


	General Information

	

	Position Title:
	Advocacy Communications Specialist

	Incumbent:
	New role

	Function & Team/Program:
	Communications

	Location(s):
	National Office, Sydney

	Status
	Temporary full-time (6 months)

	Manager’s Position Title:
	National Manager Media

	Manager’s Name:
	Vacant role 

	Date Prepared:
	19 April 2024

	Prepared By:
	Rhys Kelly

	Approved By:
	Rhys Kelly



	Primary Purpose of this Position (In one sentence - why does the role exist?)

	

	Raise awareness and consideration of The Smith Family’s (TSF) work, and the key issues impacting the educational outcomes of Australian children and young people, through the development and production of effective and aligned copy, content and communications for paid, owned and earned media (such as TSF social channels and website). The focus of this role is primarily on developing, producing and distributing advocacy and thought leadership content relating to the organisation’s brand, fundraising and advocacy agendas and works closely with the National Media Manager, National Communications Manager, Head of Communications, CEO, and other Executives and Senior Leaders.





	Scope

	

	Direct Reports to this Position
	Indirect Reports

	By Position Title
	Total Number

	Nil
	Nil

	Financial Dimensions controlled by this Position (Include key financial metrics such as revenue growth, income & expense budget, etc)

	Direct control
	Indirect control

	Nil
	Nil



	Setting Priorities (how is work prioritised)

	

	Prioritisation of own workload
	Daily – according to KPIs, performance plan, strategies and processes established together with managers and stakeholders.



	Key Relationships (Who does the role interact with? List the titles of individuals, departments and organisations frequently interacts with)

	

	Internal
	· National Media Manager 
· National Communications Manager
· Executive team, especially CEO, Head of Communications, Head of Research and Advocacy, Head of Policy, Programs and Strategy, and Head of Fundraising
· Communications team
· Research and Advocacy team
· Policy and Programs and Strategy team
· Fundraising team 
· Operations team


	External
	· Media/journalists/online community sites
· Bloggers/opinion makers/online influencers
· Community and research partners and sector associations 
· Senior leaders from our corporate partners 
· TSF families/students (Learning for Life and other program participants) 
· Ambassadors/celebrity supporters
· Service providers/freelancers




	Key Decision Making in this Role (What are the key decisions and recommendations made in this role?)

	

	Decisions expected, made in collaboration with manager:
· Content strategies and implementation of our thought leadership across our key advocacy areas in paid, owned and earned media, which will result in regular external engagement of key target audiences and reaching new and existing audiences where they are
· Appropriate look, tone and style of content and use of channels and storytelling that reflects our vision and purpose for our brand, fundraising and advocacy goals and follows our practices and policies.
· Timelines and processes to generate effective content and meet deadlines.
· Prioritisation of content/media/online activities 
· Scheduling and coordinating content in line with key opportunities to boost The Smith Family’s profile and positioning especially in the advocacy space.
· Use of production contractors as per agreed budget


	Recommendations Expected
· Talent, storytelling and channel opportunities to explore for advocacy content.
· Content ideas to engage target audiences and raise awareness of key advocacy issues. 
· Best practice and tools/channels for effective storytelling, content creation and distribution
· Best practice use of digital media for our thought leadership content




	Key Responsibilities / Accountabilities (List the major areas from largest % of job to smallest)

	

	Major Area:  Content development
	
% of Job:  70%


	· Work with National Media Manager, National Communications Manager and the Communications and other teams to develop and produce engaging copy and content aligned with strategic objectives for distribution via The Smith Family’s owned channels and for use in external outreach activities in paid and earned media. This includes working solely or with others on the production of (video) Conversations with The Smith Family; repurposing video content for use in other mediums eg podcasts; supporting or running TSF webinars, writing and publishing social media posts and articles/blogs, producing video and audio content in house or with third parties, and taking or overseeing photography for use in posts
· Develop social media content to support advocacy and fundraising activity to distribute across the year and in peak periods, including release of TSF and third-party research reports, Appeals, activities with key philanthropy partners, and to mark key days, national weeks, events or relevance to our thought leadership.
· Developing new content ideas and for new channels.
· Proactively respond to topical advocacy/thought leadership media opportunities for TSF content with copy and content
· Attend regular social and media planning meetings for content opportunities and plans.
· Work with National Communications Manager to maintain brand message consistency and logo integrity across TSF content, following approval processes to ensure consistent and aligned and approved communications and content managed and housed as per team practices and policies.
· Ensure appropriate look, tone, feel and style of communications which accurately reflect TSF brand.
· Support senior leaders and other key spokespeople with thought-leadership messaging, including talking points and copy for posts as appropriate. 
· Support and guide internal team members on use of approved thought-leadership content.
· Produce or maintain resources for others to ensure robustness, fidelity and rigour around our thought leadership content and related processes. 
· Build and maintain strong working relationships with key stakeholders across the organisation and the wider sector to identify relevant, timely and newsworthy content for publication.
· Collaborate with other teams in the organisation to provide content support for specific campaigns.
· Ensure The Smith Family’s brand messaging comes through across all content types, and that public-facing communications are consistent in their use of key brand messages.
· Produce or commission accompanying visual/multimedia assets to support written content.


	




	Major Area:  Content strategy
	
% of Job:  15%


	· Contribute to the development of The Smith Family’s paid, owned and earned media strategies that will grow awareness of The Smith Family as a thought leader in the education space, and position TSF as an effective advocate for disadvantaged children and families.
· Proactive monitoring of the news cycle and trending topics in order to identify opportunities to develop/re-purpose/place content or engage in online conversations around key issues.
· Support, develop and manage content calendar around key advocacy dates/events and external engagement opportunities with accompanying content to leverage.
· Help identify new and effective content distribution methods, scope and develop these, and/or advise on how to attract and engage target audiences.


	

	Major Area:  Digital, web and social media
	
% of Job:  15%


	· Publish content on The Smith Family website/social channels.
· Engage with key influencers, stakeholders and the broader online community, or advise on engagement strategies.
· Track, monitor and report on effectiveness of our content through social media channels. Work with Communications and Digital teams to measure, analyse and report results of content placement and distribution and use this information to strengthen content strategy.
· Refine content in accordance with learnings from research.
· Support key TSF spokespeople to build their social media profiles. 
· Help identify third-party digital channels and publishing platforms where The Smith Family should be publishing content to reach key audiences.
· Escalate thought leadership risk matters and guide on responses, to the National Media Manager, National Communications Manager and/or Head of Communications as they arise on channels.





	Key Challenges in Achieving Goal(s): (What are the key challenges faced by this role in meeting goals/objectives)

	

	· Balancing our interest areas with topical issues to enable media pick-up/online engagement. 
· Articulating issues in a compelling way to connect with various target audiences.
· Building relationships and processes with key internal stakeholders to deliver timely content.
· Prioritising workflow to leverage key dates/events and other external engagement opportunities.



	Qualifications, Experience and Competencies: (What background, knowledge, experience or competencies are required to perform the role at the expected level?)

	

	Education /
Qualifications / Memberships:
	Essential
	Desirable

	
	· Degree qualification in a relevant field eg journalism/PR or communications or possess significant and demonstrable in-house experience and skilled at producing and publishing brand and/or thought leadership content in a range of channels.

	

	Experience:
	Essential
	Desirable

	
	· At least 6 years’ experience as a journalist, writer or content producer with a track record of content appearing in paid, owned and earned channels
· Confident user of social media, especially Twitter and LinkedIn
· A working knowledge of the NFP  sector, and an understanding of how to develop and grow thought leadership strategies to boost an organisation’s profile and prominence to its multiple stakeholders
	· Previous experience in a not-for-profit organisation or advocacy role
· Experience in speechwriting, podcasts, webinars
· Experience in developing multimedia content eg photography, video, audio, infographics/images for social media.


	Competencies:
	Essential
	Desirable

	
	· Advanced and diverse written communication skills, with strong attention to detail
· Demonstrated ability to communicate complex issues and technical language (eg from research reports) in an accessible and compelling way.
· High-level digital skills, including experience with online publishing tools eg web CMS, social media
· Strong people skills for liaising with internal and external stakeholders at all levels
· Demonstrated creative expertise in content production
· Highly organised, effective under pressure, deadline-oriented and proactive
· Ability to work quickly in a time-critical environment
· MS Office skills

	· Strong awareness and interest in news and current affairs
· Understanding of government, policies (especially education) and political processes in Australia 
· Understanding of contemporary social policy issues, particularly in the area of disadvantage, education and post school transitions.
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