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Australian Services Union
Victorian and Tasmanian
Authorities & Services Branch

JOB DESCRIPTION
RESEARCH AND POLICY ASSISTANT 
PERMANENT PART TIME POSITION: 0.6EFT

Position:	Research and Policy Assistant

Classification:	Research/Specialist Grade 2

Occupant:	Vacant

Date:	December 2025

Prepared by:	Karen Douglas, Research and Policy Adviser

Approved by:	Tash Wark, Branch Secretary 

POSITION OBJECTIVE
The position will assist in the union’s research and policy activities, including key desktop research projects across all areas of the union’s coverage.  This role will assist and report to the Research and Policy Adviser. 

KEY RESPONSIBILITIES AND DUTIES
· Provide assistance to the Research and Policy Adviser. 
· Liaise and consult with internal and external representatives and stakeholders on policy and campaign issues and other activities. 
· Monitor and communicate state and national issues impacting on relevant ASU members and the branch. 
· Assist with the provision of strategic research, analysis and advice on key policy issues. 
· Support state and/or national industry-wide initiatives and campaigns with research and documentation. 
· Undertake and liaise with other ASU branches on industry-based research, planning and campaigning. 

Specific Duties 

Monitor, communicate and engage in policy discussions in key sectors including: 

· Identify sources of information to support evidence-based analysis. 
· Development of submissions, briefings, research papers and policy documents. 
· Communicate, liaise with and inform internal and external stakeholders on policy issues of relevance to members. 
· Represent the union in industry groups and in other forums as required. 

Provide research and information support in key sectors and as required including: 
· Undertake research of workers’ views and experiences. 
· Organise and develop sources of information for the Branch and relevant committees.  
· Monitor and communicate relevant corporate, industry and other developments. 
· Undertaking research to support industrial, campaign and bargaining activities. 

Provide research support for issues based and political campaigning including: 
· Providing written materials for a wide range of union campaigning and industrial activity. 
· Provide written advice to assist in the development of campaigns. 
· Membership of relevant committees. 

Provide research assistance as required for the Elected Officers and other duties as directed. 

Judgement and Decision Making 
The objectives of the work are generally well defined but the particular method, technology, process or equipment to be used must be selected from a range of available alternatives.  The work typically involves solving problems, using existing procedures and guidelines, and the application of professional or technical knowledge, or knowledge acquired through relevant experience. 
Problems may occasionally be of a complex or technical nature, with solutions not related to previously encountered situations and some creativity and originality may be required.  However, guidance and advice would usually be available within the time required to make a choice. 
The Research and Policy assistant will: 
· Assess, choose and implement appropriate research and consultation mechanisms under general direction. 
· Research economic and social trends to assess community attitudes, and the impact on ASU members, on relevant topics.  Advise and assist staff and members to understand   how research informs consultation. 

Management Skills 
The Research & Policy Assistant will be expected to: 
· Complete assigned tasks within agreed time and resource budgets. 
· Identify potential issues and bring them to the attention of the Elected Officers. 
· Work independently and as part of a team to own timelines and timelines set by others.  

Interpersonal Skills 
The Research & Policy Assistant will be expected to: 
· Communicate with internal and external stakeholders and expertly represent the union across a range of forums.
· Clearly express ideas and contribute to group work in a supportive and positive manner. 
· Use persuasive skills to advance the interests of the union in external forums.  


Specialist Skills and Knowledge 
 
The Research and Policy Assistant will require an understanding of the function of the position within its organisational context, including relevant policies, regulations, and precedents.  The position also requires a thorough understanding of strategic campaigning and relevant research technology and software, procedures and processes, specifically: 
· Demonstrated experience with desktop research. 
· Good knowledge of internet search techniques. 
· Well developed analytical and conceptual skills. 
· Knowledge of social, economic, industrial, and political issues and trends. 
· Excellent written and verbal communications skills, including report preparation skills and experience in preparing graphs (Microsoft Excel). 
· Excellent project management skills. 
· Ability to gain a ready understanding of unfamiliar subjects in order to provide advice on the most appropriate research methods to meet needs. 
· An understanding of contemporary organising techniques and political lobbying campaigning 
 
Privacy 
 
· Ensure the collection and handling of information will be consistent with the requirements of the Information Privacy Act 1988 and all subsequent amendments 
 
OH&S 
· Cooperate with all health and safety policies and procedures of the union and take all reasonable care to ensure that the actions or omissions do not impact on the health and safety of others in the union.  


ORGANISATIONAL RELATIONSHIP

Reports to:	Research and Policy Adviser

Internal Liaisons:	All staff, ASU National Office and other ASU Branches

External Liaisons:	ASU Members and ASU Workplace Representatives 
		State and Federal Government representatives  
		Peak Bodies
		Media
		Other Unions 
		Victorian Trades Hall Council 
		Australian Council of Trade Unions 


ACCOUNTABILITY
The position will report to the Research and Policy Adviser. 

QUALIFICATIONS & EXPERIENCE 

· The skills and knowledge needed for this position will preferably be acquired through completion of a degree with some work experience or through relevant experience and work skills commensurate with the requirements of the position. 
· Tertiary qualification in research or policy area (preferred but not essential). 
· Experience in statistical data analysis and reporting. 
· Experience in preparation of reports suitable to be used by a broad range of audiences. 
· Experience in Microsoft applications including Word, Excel, PowerPoint & Project. 
· Experience with relevant software to support the union’s research activities. 
· Demonstrated experience in political campaigning. 
· Demonstrated commitment to the union’s values. 
· Demonstrated understanding of the union’s industry divisions. 
· Demonstrated understanding of the union’s membership areas. 
· Highly developed research and report writing skills. 

KEY SELECTION CRITERIA

Required 
 
1. A demonstrated commitment to trade unionism and understanding of union values, union structures, and union organising models.
2. Proven ability to identify evidence-based resources. 
3. Demonstrated online and manual research skills.    
4. Ability to manage multiple priorities in an orderly and timely manner. 
5. High level communication skills, both written and oral. 
6. Capacity to self-manage timelines to meet required outputs and work to timelines set by others. 
7. Sound understanding/knowledge of the union’s membership areas. 
8. Ability to translate government policy in terms of the impact on union members. 
9. Ability to work as a team member. 
10. Drivers licence. 
 
Desirable  
· Previous experience working within a sector covered by the ASU. 
· Previous experience working within government, political party, an advocacy organisation in a research or policy area. 
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