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Position Description
Role: Communications Officer 
Reporting to: Chief Operating Officer 
Direct reports: Nil
Employment Status: Permanent, part time (FTE 0.6)
Location: Remote, working from home-based office. In-person attendance at events and meetings is required periodically
Classification: SCHADS Award Level 5

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 disability and respects human rights for all. 

 

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 disability.

DANA is a proudly disability‑led organisation. Members of our Board have lived experience of disability, as do our CEO and executive leadership team. A significant majority of DANA staff identify as people with disability. This lived experience leadership model informs every aspect of our work and strengthens the authenticity and authority of our policy and advocacy. 

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 Work
DANA works nationally to strengthen independent disability advocacy and improve the systems, policies and practices that affect people with disability.

Our work includes:
· advocating on national disability policy and reform issues 
· representing and amplifying the collective priorities, experience and expertise of independent disability advocacy organisations
· working with people with disability, advocacy organisations, Disability Representative Organisations, government and other sector partners 
· leading and contributing to policy development, systemic advocacy, research and consultation 
· strengthening the disability advocacy sector through information, resources, training, networks and other sector-development activities 
· supporting collaborative initiatives and programs, including the Disability Dialogue 
· communicating evidence, lived experience, sector priorities and advocacy outcomes to government, members, stakeholders and the broader community. 

This work is guided by DANA’s 2026–2029 Strategic Plan, which is organised around four interconnected areas:
1. Lead and Influence – shaping policy and reform, strengthening DANA’s advocacy and championing disability leadership. 
2. Engage and Collaborate – building relationships, listening to and amplifying the voices of people with disability, and communicating DANA’s impact clearly and accessibly. 
3. Promote and Strengthen – promoting the value of independent disability advocacy and strengthening the capability and resilience of the advocacy sector. 
4. A Sustainable DANA – maintaining a well-governed, accessible, capable and sustainable disability-led organisation. 

Communications supports work across all of these areas by helping DANA explain its work clearly, connect with different audiences, promote advocacy and sector activity, and share the impact and experience of people with disability and the organisations that advocate alongside them.

About the Role
Role Purpose
The Communications Officer supports DANA to communicate its work, priorities and impact clearly, accessibly and effectively to members, stakeholders, people with disability and the broader community.

The role develops, coordinates and delivers communications across DANA’s programs, projects, advocacy and organisational activities, based on agreed priorities and direction. Working with colleagues and subject-matter experts across DANA, the Communications Officer chooses appropriate formats, channels and approaches for allocated work and turns policy, advocacy, program and organisational information into content that is accurate, engaging, accessible and appropriate for different audiences.

The role helps strengthen DANA’s identity and public profile, promote the value and impact of independent disability advocacy, support participation and engagement, and ensure DANA’s communications reflect its values, disability-led approach and commitment to accessibility and inclusion.

DANA has two Communications Officer positions with the same position description. The roles work closely together as part of an integrated communications function, with priorities and work allocated through team and individual workplans. Work may be divided differently between the two roles depending on organisational priorities, workload, capability and service needs, with both roles contributing flexibly across the communications function.

Within agreed communications priorities, standards and approval processes, the Communications Officer independently manages and delivers allocated work, uses professional judgement and initiative, and identifies matters that need to be escalated. Strategic communications decisions, DANA’s public position on significant issues and major reputational matters are decided at a senior level.

Success in this role requires strong written and digital communications skills, creativity, organisation, sound judgement and the ability to work both independently and collaboratively across a varied communications workload.

Key Relationships
Internal
· Chief Operating Officer
· Other Communications Officer 
· Leadership Team 
· All DANA staff
External
· external media and communications partners 
· design, accessibility, digital, print, multimedia and content service providers and consultants 
· participants, speakers and contributors involved in DANA programs and activities 
· community members and sector stakeholders 
· DANA members and Disability Representative Organisations, where direct communications engagement is required.

Key Responsibilities & Main Activities 
Communications Delivery and Coordination
· Deliver communications activities and content in line with agreed priorities and workplans. 
· Coordinate allocated communications work across DANA’s programs, projects, advocacy and organisational activities. 
· Manage competing tasks and deadlines, raising conflicts, capacity issues or changing requirements when needed. 
· Work with colleagues and subject-matter experts to understand the audience, key messages, communication channels and timing. 
· Use professional judgement to choose appropriate communication approaches within agreed plans, standards and approval processes. 
· Identify communications risks, issues or sensitive matters and escalate those that require strategic direction or senior approval.
Content Development and Storytelling
· Write, edit and adapt clear, accurate, engaging and accessible content for different audiences and channels. 
· Turn policy, advocacy, program and organisational information into clear public communications. 
· Develop or adapt visual and multimedia content, including graphics, photographs and video, using appropriate tools and DANA templates, and coordinate specialist support where needed. 
· Develop content for websites, social media, newsletters, blogs, articles, campaigns, events, publications and other communications. 
· Identify opportunities to share DANA’s work, impact, expertise and priorities through stories and other engaging content. 
· Source and coordinate stories, quotes, photographs, video and other content from across DANA. 
· Follow DANA’s requirements for consent and respectful representation when developing content involving people with disability and other community members.
Digital, Web and Social Communications
· Create, publish and maintain content across DANA’s websites, social media and other digital channels. 
· Keep website and digital content accurate, current and accessible. 
· Create, schedule and publish social media content in line with agreed priorities and standards. 
· Coordinate the publication of blogs, articles and other digital content. 
· Support the usability, searchability and accessibility of DANA’s digital communications. 
· Monitor digital channels and audience engagement, and respond or refer matters as appropriate. 
· Use relevant content management, social media and digital publishing tools effectively.
Campaigns, Events and Engagement
· Develop and coordinate communications that support DANA campaigns, initiatives, programs, projects and events. 
· Coordinate promotion of events, participation opportunities, Expressions of Interest and other engagement activities. 
· Develop and coordinate communications before and after events.
· Support communications for DANA programs and projects in collaboration with relevant staff. 
· Respond to communications enquiries or refer them to the right person.
· Maintain relevant communications contact information and distribution lists within agreed systems and processes. 
· Develop or coordinate promotional materials, collateral and other communications resources as needed. 
Accessibility, Brand and Quality
· Apply DANA’s accessibility, brand, language and communications standards across communications activities and outputs. 
· Produce communications that are clear, inclusive, culturally respectful and appropriate for diverse audiences. 
· Check communications for accuracy, quality and accessibility before publication.
· Work with colleagues and specialist providers, including people with access and inclusion and First Nations engagement expertise where relevant, to ensure communications are accessible and culturally appropriate.
· Apply agreed First Nations communications guidance to relevant communications in consultation with appropriate staff. 
· Help improve DANA’s accessible and inclusive communications practices.
· Ensure communications reflect DANA’s values and the rights, expertise and experiences of people with disability.
Shared Communications Operations
· Help keep DANA’s communications work organised through shared systems, resources and ways of working. 
· Maintain and use shared communications calendars, forward plans, templates and resources. 
· Monitor and help manage shared communications inboxes. 
· Gather communications content and information from colleagues across DANA. 
· Maintain shared communications assets and content libraries, including photographs, graphics and multimedia resources. 
· Work closely with the other Communications Officer to coordinate work, share information, provide cover for each other and keep communications work moving. 
· Contribute flexibly across communications priorities as work allocations change through team and individual workplans.
Performance and Continuous Improvement
· Monitor communications performance and audience engagement using relevant data, analytics and feedback. 
· Provide communications data and information for organisational, program and project reporting. 
· Identify ways to improve the effectiveness, accessibility and reach of DANA’s communications. 
· Help improve communications systems, processes, templates, resources and ways of working. 
· Keep up to date with relevant communications tools, platforms and practices and apply this learning in the role.
Organisational Contribution
· Contribute to DANA’s strategic objectives through high-quality delivery of the role’s specialist, project and program responsibilities. 
· Work collaboratively across DANA, sharing relevant knowledge and contributing constructively to coordinated ways of working. 
· Apply sound judgement within established organisational frameworks, identifying issues, risks or opportunities and escalating matters that require broader direction or decision-making. 
· Contribute to the development and improvement of procedures, resources and work practices relevant to the role’s area of responsibility. 
· Support and model inclusive, accessible, respectful and accountable ways of working, contributing to a safe and effective workplace. 
· Participate actively in organisational meetings, planning activities, evaluation processes and professional development opportunities. 
· Represent DANA professionally and consistently with its purpose, values and agreed positions within the scope of the role. 
· Comply with organisational policies, procedures and work health and safety requirements, including responsibilities associated with remote work and the health and safety of self and others.

Selection Criteria
You will bring strong communications skills and experience developing clear, engaging and accessible content across a range of channels and formats.

You will be collaborative, organised and adaptable, able to use sound judgement, manage your own allocated work and work effectively with colleagues and subject-matter experts across DANA. You will share DANA’s commitment to disability rights, accessibility, inclusion and disability-led practice.

Specifically, you will have:

Essential
· Experience developing and delivering high-quality communications across a range of channels and formats. 
· Strong writing and editing skills, with the ability to turn complex or specialist information into clear, engaging and accessible content for different audiences. 
· Experience using digital communications platforms, content management systems or publishing tools. 
· Experience contributing across a range of communications activities, including websites, social media, campaigns, events, publications, visual content or multimedia. 
· Strong organisational skills, with the ability to manage multiple priorities, coordinate work and meet deadlines. 
· Ability to work well with colleagues and subject-matter experts, while using initiative and sound judgement to manage allocated work. 
· Ability to recognise communications risks or sensitive issues and know when to seek advice or escalate a matter. 
· Commitment to accessible and inclusive communications practice. 
· Strong understanding of and commitment to the rights, leadership and participation of people with disability.

Preferred
· Experience working in disability advocacy, a peak or representative body, community sector organisation or other for-purpose environment. 
· Experience applying accessibility standards or developing accessible digital communications. 
· Skills or experience in one or more specialist communications areas such as website/content management, social media, visual design, photography, video or multimedia. 
· Relevant qualifications in communications, media, marketing, digital communications or a related field, or equivalent experience. 
· Lived experience of disability, or experience working alongside people with disability and disability representative organisations.

General Role Requirements
· Satisfactory National Police Check 
· Child Related Employment Screening Check



People with disability are strongly encouraged to apply. Reasonable adjustments are available throughout the recruitment process and for the successful candidate.

DANA recognises the rich diversity of people across Australia and is committed to building a workforce that reflects the communities we serve. We are committed to creating an inclusive, accessible and equitable workplace where people of all backgrounds can thrive.

We particularly encourage applications from people with disability, First Nations people, people from culturally and linguistically diverse communities, LGBTQIA+ people and people of all ages.
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