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Position Description – Community Engagement Officer	Reducing Energy Costs for the Strata Community – CEAP
Position Description	INTERNAL
Community Engagement Officer / Coordinator (Strata)
	Organisation
	Owners Corporation Network of Australia Ltd (OCN)

	Project
	Reducing Energy Costs for the Strata Community (CEAP)

	Reports to
	Managing Director Operations (operational lead)

	Works with
	OCN Board Chair (Project Director), ZapCat delivery team, 
OCN Marketing & Events

	Term
	Fixed term to 30 April 2029, aligned to the grant

	Time fraction
	Part-time – indicatively around 0.6 FTE (see Employment basis)

	Location
	Sydney-based, hybrid; some travel within NSW

	Date and approvals
	8 July 2026. Approved by DG and FT.



About OCN and the project
OCN is the national peak consumer body for strata, community title and company title owners and occupiers. Under the NSW Community Energy Activation Program (CEAP), OCN and its delivery partner ZapCat are establishing a strata-focused community energy initiative to remove the governance, knowledge and technical barriers that stop apartment residents accessing energy-saving products, services and NSW Government rebates.
The Community Engagement Officer is the dedicated, day-to-day delivery resource for the project. The role is the human face of the initiative – building trust with strata committees, owners corporations and residents, and guiding them from awareness through to informed action.
Purpose of the role
To lead community engagement and governance-support activities that help strata communities understand their energy options, navigate strata approval processes, and take up energy-saving upgrades and government programs – working alongside ZapCat, which provides the building-specific technical advice.
The role is designed to empower strata communities to move confidently from interest to implementation.
Key responsibilities
Engagement and outreach
Plan and deliver outreach to strata committees, owners corporations and residents across metropolitan, regional and lower socio-economic NSW communities.
Reach audiences beyond OCN's existing networks, including targeted local government areas in Western Sydney, Newcastle, and Wollongong/Shellharbour.
Build and maintain trusted relationships with strata decision-makers and community leaders.
Education and events
Coordinate and facilitate the webinar and town-hall program (four webinars and two town halls per year), with OCN Marketing & Events.
Establish and run “communities of practice” that reflect diverse strata contexts, enabling peer learning, shared resources and structured Q&A.
In conjunction with ZapCat, explain energy technologies and NSW programs – solar, batteries, EV charging, heat pumps, electrification, and rebates such as SOAR – in plain English suited to strata living.
Project Delivery
Coordinate engagement activities with ZapCat.
Refer participating communities for technical consultations.
Support implementation of engagement plans.
Assist with development of case studies, guides and practical tools.
Coordinate project events.
Governance and approvals support
Provide tailored, independent guidance on strata legislation, by-laws and approval pathways to support timely, informed decisions.
Develop and maintain plain-English guides, templates, checklists, case studies and staged roadmaps (at least four new guides/tools per year).
Communications
· Prepare newsletters and project updates.
· Develop website and social media content.
· Promote project activities through OCN communication channels.
· Assist with media and promotional activities where required.
Survey, data and reporting
Run the initial and ongoing strata consumer survey, and expand and refine the qualified-leads database for targeted engagement.
Keep the project tracker (outreach, stakeholder and comms tabs) up to date for monthly reporting.
Capture engagement metrics, case studies and consumer feedback feeding the monitoring and evaluation framework.
Contribute to progress reports, the annual insights report, and the final evaluation.
Compliance
Work within the funding deed: acknowledge NSW Government funding, apply privacy collection notices and consent, and observe the restriction on using AI systems for consumer communication or consumer-facing materials.
Ensure all consumer-facing material carries appropriate “general advice” disclaimers and is reviewed before publication.
Selection criteria
Essential
1. Demonstrated experience in community engagement and relationship management.
1. Experience in, or capacity to rapidly develop expertise in, strata legislation, governance and approval processes.
1. Strong written and oral communication skills, including digital content and reporting.
1. Experience facilitating webinars, workshops, forums and community events.
1. Strong organisational and project management skills.
1. Ability to communicate complex information in plain English.
1. Stakeholder management capability, including working with partners and community leaders.
1. Digital engagement and online community management skills.
1. Current driver's licence and willingness to travel within NSW.
Desirable
Experience working with strata, community housing or local government.
Knowledge of strata governance and owners corporation decision-making.
Knowledge of energy efficiency, electrification or renewable energy, particularly in multi-unit dwellings.
Familiarity with NSW Government energy rebates and incentive programmes.
Experience engaging culturally and linguistically diverse, lower socio-economic, or regional communities.
Lived or professional experience of strata living.
Employment basis
The role can be structured either as a part-time employee or as a contractor, with a three year engagement. 
Both are budgeted (salary line: $190,000 over the project). 
The trade-offs:
	
	PAYG part-time employee
	Fixed-term contractor (ABN)

	Control & integration
	Higher – direct supervision, embedded in OCN team and culture
	Lower – engaged for outcomes; less day-to-day direction

	On-costs
	Super, leave, workers comp, payroll tax thresholds apply
	Generally invoices inclusive; confirm super guarantee under s 12(3) SGAA may still apply

	Deed fit
	Clean fit with “Specified Personnel” and capacity-building intent
	Acceptable; ensure written agreement flows down deed terms (cl 6.2)

	Flexibility
	Standard notice and entitlements
	Easier to scale hours; less security for the person

	Cost-shifting test
	Must be genuinely additional 
(Guidelines 1.5)
	Same test applies

	Budget rate
	FTE salary $95,000 + super
0.6 FTE = 22.5 hours per week
$48.40 per hour
Advertised rate from $45 per hour
	$57.00 per hour + super
$63.75 including super (company only)

	Other on-costs
	Phone and account
Computer
	


Recommendation point for the Board: a PAYG part-time appointment best matches the deed's capacity-building intent and the “Specified Personnel” framing, but a contractor arrangement may speed up start. Confirm super, workers compensation and payroll obligations before offer.
Key relationships
	Relationship
	Nature

	MD Operations (line manager)
	Day-to-day direction, delivery authority, performance

	Board Chair / Project Director
	Governance, external representation, escalation

	ZapCat delivery team
	Hand-off to technical consultations; joint delivery

	OCN Marketing & Events
	Webinar/town-hall logistics, collateral, promotion

	Strata committees & residents
	Primary beneficiaries and engagement audience

	Local councils & community orgs
	Outreach partners, especially priority LGAs


Performance indicators
Engagement volumes against targets: 2,500 consumers via webinars/town halls; up to 100 strata schemes per year in direct engagement. Communities of practice established and active.
Delivery of four webinars and two town hall meetings each year.
Delivery of participant surveys.
Guides, tools and case studies produced (at least four of each per year).
Quality of events (target 90% rating good or above) and follow-up conversion.
Tracker and reporting kept current for every monthly Department meeting.
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