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Position: Policy Officer
SCHADS (MEA) Classification: Level 5
Part-time or Full-time role 
Reports to: Policy and Research Manager

About ATODA

The Alcohol Tobacco and Other Drug Association ACT (ATODA) is the peak body for the alcohol, tobacco and other drug sector in the Australian Capital Territory (ACT). 

ATODA’s vision is a healthy ACT community with reduced alcohol, tobacco and drug related harms, served by a high-quality treatment and harm reduction sector. Underpinning ATODA’s work is a commitment to health equity, the social and cultural determinants of health, and the values of reconciliation, inclusion and excellence.

ATODA works to redress the stigma and discrimination that can arise from alcohol and drug use. We recognise that health is a human right and that all people should have access to affordable, appropriate, and culturally safe treatment and care. 
 
Our work is informed and guided by our highly valued members who work in true partnership with their peak to enhance our sector and support the ACT community.
 
www.atoda.org.au 

Position Description
Reporting to the Policy and Research Manager, the Policy Officer is responsible for supporting ATODA’s policy agenda through providing advice, submissions, briefings and other written communications in the key portfolio areas of alcohol, tobacco and other drugs, as well as in intersecting policy issues.
Detailed duty descriptions are outlined below.

a) Specific Duties

Under the direction of the Policy and Research Manager:

· Develop key documents as identified in ATODA’s policy and advocacy agenda 
· Collaborate with internal and external stakeholders to formulate ATODA's contributions to policy processes (e.g., budget submissions, federal and territory consultations and inquiries)
· Undertake research to policy translation activities in collaboration with the ATODA team, including preparing reports, presentations, and public-facing communications
· Build ATODA’s policy and advocacy activities in response to identified and emerging priorities
· Represent ATODA at meetings, roundtables, seminars, committees and forums as necessary
· Provide Secretariat support for the Specialist ACT Alcohol and Other Drug Executives Group and for policy-related stakeholder engagements 
· Maintain relationships with key policy counterparts including the ACT Health and Community Services Directorate, ATODA members, and broader AOD peak bodies.

b) General Duties

As a small organisation, staff members are expected to work as a team and contribute toward achieving ATODA’s overall objectives. Staff are expected to:

· Participate in and conduct evaluative, documentation and reporting activities and attend regular staff meetings as required.
· Participate in duties that contribute to the overall work of the organisation:
· Undertake organisational activities including in social policy, sector and workforce development, research, coordination, partnerships, communication, and information and resource development
· Undertake organisational accountability activities including membership engagement and reporting
· Assist in the organisation, facilitation or delivery of events as required
· Developing and maintaining relationships with ATODA’s members and stakeholders
· Participate in team and organisational planning, development and quality improvement processes
· Progress ATODA’s reconciliation activities under the organisation’s Reconciliation Action Plan

Reporting and Accountability
The position is accountable to the Policy and Research Manager. 
Selection Criteria
Eligible candidates should demonstrate: 
· Capacity to analyse complex policy issues and interpret, synthesise and translate research and evidence into clear, evidence-informed policy advice, submissions, briefings, policy position papers and recommendations.
· A willingness to support the organisations policy and advocacy agenda.
· Knowledge of the alcohol and other drug (AOD) sector and policy environment, or the ability to quickly acquire expertise in new policy areas.
· Experience providing committee secretariat and governance support, including meeting coordination and minute preparation, is desirable.
· Strong interpersonal skills and the ability to work collaboratively with diverse stakeholders and within a small team environment.
· Organisational and time management skills, with the ability to manage competing priorities, meet deadlines and maintain a high level of accuracy and attention to detail.

Tertiary qualifications in a relevant discipline are preferred

Knowledge and skills gained through work in the alcohol and other drugs sector will be highly regarded but is not essential for this position.

Capabilities

Act with integrity
· Represent the organisation in an honest, ethical and professional way and encourage others to do so
· Demonstrate professionalism to support a culture of integrity within the team
· Demonstrate a commitment to social justice, evidence informed and non- judgmental practice
· Act to prevent and report misconduct

Manage self
· Look for and take advantage of opportunities to learn new skills and develop strengths
· Show commitment to achieving challenging goals
· Examine and reflect on own performance
· Seek and respond positively to constructive feedback and guidance
· Demonstrate a high level of personal motivation

Plan and prioritise
· Understand the team/unit objectives and align operational activities accordingly
· Initiate, and develop team goals and plans and use feedback to inform future planning
· Respond proactively to changing circumstances and adjust plans and schedules when necessary
· Consider the implications of immediate and longer term organisational issues and how these might impact on the achievement of team goals
· Accommodate and respond with initiative to frequently changing priorities and operating environments
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