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Position Description
Role: Data and Sector Engagement Officer 
Reporting to: Manager, National Centre for Disability Advocacy
Direct reports: Nil
Employment Status: 12 months fixed-term, full-time (FTE) or part time (0.8 FTE)
Location: Remote, working from a home-based office. In-person attendance at events and meetings is required periodically
Classification: Level 6, Social, Community, Home Care & Disability Services (SCHADS) Award 2010

About DANA
Disability Advocacy Network Australia (DANA) is the national representative body for a network of advocacy organisations throughout Australia. Our vision is of a nation that includes and values people with disabilities and respects human rights for all. 
DANA is a membership organisation, its members being independent advocacy organisations who have objectives, purposes, and a mission consistent with DANA. Our purpose is to strengthen, support and provide a collective voice for independent disability advocacy organisations across Australia that advocates for and with people with disability. 

We achieve this by:

· promoting the role and value of independent disability advocacy 
· providing a collective voice for our members 
· providing communication and information sharing between disability advocacy organisations 
· providing support and development for members, staff and volunteers of disability advocacy organisations 
· building the evidence base to demonstrate the value of disability advocacy 
· promoting the human rights, needs, value and diversity of people with disabilities.

DANA’s culture is central to who we are. We are a proudly disability-led organisation, with most of our staff and significant representation on our Board being people with lived experience of disability. This lived experience leadership strengthens our authority, shapes our decision-making, and informs how we operate internally.

DANA recognises the rich diversity of people across Australia and is committed to ensuring its team reflects this. We value a culture of equity, inclusion and diversity in the workplace, which is supported through our rights informed policies, systems and governance.  Our people are hard-working and passionate about disability reform, come from a range of lived experiences and are dedicated to advocating for and with people with disability. Our team members are based remotely throughout Australia, and work closely with members, disability representative organisations and government leaders. 

Our organisation is undergoing an expansion of programs and initiatives to support and strengthen the disability advocacy sector. 

About the National Centre for Disability Advocacy (NCDA)
The NCDA works with advocacy organisations to improve the quality of and access to disability advocacy nationally.  The NCDA supports the growth and sustainability of the disability advocacy sector by providing education, resources and identifying opportunities and service gaps. The NCDA plays an important role in supporting the development of the sector and contributes to its long-term success. Its core functions include 
· capacity building 
· Identifying unmet need and unmet demand 
· Identifying and elevating systemic advocacy issues. 



About the Role
The Data and Sector Engagement Officer will work collaboratively as part of the NCDA team to support disability advocacy organisations to strengthen their capability and capacity to deliver evidence-based, best practice advocacy.

This role acts as a key interface between NCDA data and the disability advocacy sector, with a strong focus on building relationships and communicating data, insights and expectations in a clear and practical way. It plays a central role in ensuring data is not only collected, but also understood, valued and used to inform advocacy practice. This includes ensuring that information, data and communication are accessible to people with disability (e.g. through plain language, appropriate formats and inclusive design).

The position focuses on identifying unmet demand and elevating systemic advocacy issues, working closely with the Data Education and Engagement Officer to translate insights and sector intelligence into accessible, actionable information.

The role supports the disability advocacy sector to transition to the new individual disability advocacy data program and promotes engagement with NCDA and government data systems. It also works with developers to ensure Customer Relationship Management (CRM) and reporting systems, including Salesforce, are optimised for the NCDA context, contributing to system improvements and integration.

In addition, the role contributes to the annual NCDA workforce and organisational surveys, ensuring questions are meaningful and encouraging strong sector participation, and plays an active role in the NCDA portal, including the capacity and systemic advocacy trackers.

Key Activities
Sector Engagement and Relationships
· Build and maintain strong, trusted relationships with disability advocacy organisations, acting as a sector-facing contact for NCDA data and reporting
· Communicate data, insights and reporting expectations to the sector in a clear, practical and accessible way. 
· Facilitate and participate in sector engagement activities (e.g. forums, webinars, etc.) to gather feedback, understand challenges, and strengthen sector engagement with data
· Provide tailored, relationship-based support to organisations to improve their engagement with NCDA and government reporting systems
· Facilitate systemic advocacy activities, including leading forums and contributing to briefing reports informed by sector data and insights
Data Insights and Capability Building
· Work closely with the existing Data Education and Engagement Officer to synthesise insights, findings and sector trends into actionable messaging for the sector
· Promote data-informed practice by translating complex data and system requirements into practical guidance, resources and activities
· Analyse and interpret data to identify trends, unmet demand and systemic advocacy issues.
· Develop and maintain clear, accessible reports and dashboards (e.g. using Power BI, Tableau or similar tools) that translate NCDA data into meaningful, actionable insights for stakeholders
Data Systems and Optimisation
· Work within CRM and reporting systems, such as Salesforce, to maintain data quality, identify issues, and inform engagement
· Work with developers and technical partners to inform and prioritise improvements to NCDA systems (such as Salesforce) to ensure they are fit-for-purpose and reflect sector context
· Support the ongoing use and improvement of the NCDA portal, including the capacity and systemic advocacy trackers
· Use sector feedback and data insights to inform continuous improvements to systems, processes and data practices
Surveys and Data Collection
· Contribute to the design and delivery of the annual NCDA individual and organisation workforce survey.
· Refine survey tools and support strong participation from individuals and organisations
Key Outcomes
· Disability advocacy organisations actively engage with NCDA and demonstrate increased capability and confidence in data use and reporting
· Data, trends and findings are communicated clearly and consistently, supporting improved sector understanding and processes
· Organisations provide more accurate, complete and consistent data across NCDA and government reporting systems
· Data and sector engagement contribute to the identification of unmet demand, service gaps and systemic advocacy issues
· Insights generated across NCDA are effectively synthesised and shared with the sector to support continuous improvement
· Systemic advocacy forums are effectively facilitated and briefing papers are produced that clearly articulate data-informed emerging sector issues 
· NCDA data systems, including CRM software, are effectively maintained and continuously improved through ongoing liaison with developers to support efficient data collection and reporting.
· The NCDA portal, including the capacity tracker and systemic advocacy tracker, is actively used and produces meaningful, reliable data
· The annual NCDA individual and organisational workforce surveys are relevant, well-designed and achieve strong participation from individuals and organisations
· Clear and accessible reports and dashboards (e.g. using Power BI, Tableau or similar tools) support communication of meaningful insights to the sector, government and stakeholders
· Sector feedback is consistently used to inform improvements to systems, processes and data practices
General Responsibilities
· Represent the NCDA in a professional manner at all times, and in accordance with its purpose and values.
· Comply with all relevant WH&S requirements.
· Complete required tasks – such as budget input, and operational reports - in an effective and timely manner.
· Provide operational and other reports to the Manager and CEO and government departments 
· Undertake other duties, as required.
Key Relationships
Internal
· NCDA Manager
· NCDA team
· DANA staff 
· Chief Executive Officer
External
· Department of Health, Disability, and Ageing (DHDA); 
· Organisations funded through the National Disability Advocacy Program (NDAP) 
· Disability advocacy organisations funded outside the NDAP 
· Broader disability service sector


Selection Criteria
Essential Criteria
Education And Experience 
· Tertiary qualifications or relevant work experience in a discipline that supports the duties of the position, such as data, education, community services, or a related field
Government And Stakeholder Engagement 
· Demonstrated ability to engage effectively and collaboratively with a diverse range of stakeholders and partners, including 
· People with disability
· Government departments
· Advocacy organisations and workforce 
· CRM developers and system administrators
· Experience building and maintaining productive relationships across sectors. 
· Experience facilitating workshops, forums or engagement activities 
Data Analysis And Reporting 
· Demonstrated ability to collect, analyse, and interpret data within the community sector and explain it to a broad, non-technical audience  
· Experience working with CRM and data systems, including Salesforce or similar platforms, and the ability to support system improvement in collaboration with technical partners
· High-level digital literacy, including experience using data visualisation and reporting tools (e.g. Microsoft Excel, Power BI, Tableau, or similar)
· Understanding of government data reporting frameworks and requirements 
Communication & Interpersonal Skills 
· Excellent written and verbal communication skills, including the ability to prepare clear, concise reports, briefings, and documentation. 
· Strong interpersonal skills with the ability to communicate complex or technical information in an accessible way.
Teamwork And Work Environment 
· Ability to troubleshoot and problem-solve effectively in a small team environment.
· Ability to work independently, stay motivated, and manage competing priorities in a remote or hybrid work setting. 
· Ability to use feedback and data to inform continuous improvement of systems, processes and ways of working
Accessibility
· Understanding of inclusive practice and accessibility standards, including the design of information, data and communication that is accessible to people with disability.

Special Requirements
· Employment is subject to a satisfactory National Police Check, and Child Related Employment Screening Check. 
· Undertake out of hours work as required on an occasional basis. 
· Ability to undertake some interstate and overnight travel. 

[bookmark: _Hlk169174438]People with disability are strongly encouraged to apply. Adjustments are available on request for the recruitment process and for the successful candidate.

DANA recognises the rich diversity of people across Australia and is committed to ensuring that its team is reflective of the diverse community it serves and to supporting a culture of equity, inclusion and diversity. 

People with disability, First Nations people and people from culturally and linguistically diverse communities are particularly encouraged to apply.
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