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Position Description
Role: Disability Dialogue Secretariat & Administration Officer
Reporting to: Disability Dialogue Program Manager
Direct Reports: None
Employment Status: Fixed term to 30 June 2028, Part time - 0.6-0.8 FTE
Location: Remote, working from a home-based office. In-person attendance at events and meetings is required periodically
Classification: Level 4, 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 disability 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, advocating 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 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. 
About the Disability Dialogue
The Disability Dialogue is a new collaborative initiative established by four organisations: DANA, Inclusion Australia, Melbourne Disability Institute (MDI) and Ability First Australia.

The Disability Dialogue aims to:
· Create mechanisms for identifying shared priorities for structural, policy and service reform, led by people with disability and their families. 
· Amplify diverse voices across the disability community, particularly First Nations people with disability, people with an intellectual disability and members of intersecting marginalised communities. 
· Support the development of the next generation of disability community leaders. 
· Build individual and organisational capacity in change and reform. 
· Provide a resourced platform for collaborative work across diverse stakeholder groups. 
· Develop practical, evidence-based solutions to long-term problems. 

The Disability Dialogue delivers this work through three interconnected streams of activity:
· Feature Dialogues – deep exploration of complex issues and development of proposed solutions. 
· Open Dialogues – public monthly events for broad community participation. 
· Dialogue Community – events and activities that build connection, leadership and capacity across the sector. 

All activities are guided by evidence-based approaches, genuine inclusion and consensus-based decision making.

Central to the Dialogue's approach is its commitment to amplifying traditionally marginalised voices, particularly First Nations people with disability, people with intellectual disability, and members of intersecting marginalised communities. This commitment is reflected in both its governance structure and operational approach, ensuring those most affected by reform are central to its design and implementation.

Through this collaborative approach, the Disability Dialogue seeks to strengthen leadership across the disability community, create inclusive spaces for meaningful collaboration and contribute practical solutions that improve disability policy and practice.

About the Role
Role Purpose 
The Disability Dialogue Secretariat and Administration Officer supports the effective operation of the Disability Dialogue through governance, administrative, information and stakeholder coordination.

Reporting to the Program Manager, the role provides secretariat support to the Disability Dialogue Steering Committee and coordinates the administrative systems and processes that enable the Dialogue to operate efficiently, collaboratively and accessibly. This includes preparing and coordinating governance documentation, meetings and accessibility requirements; maintaining records and information systems; tracking actions and decisions; coordinating payments and reimbursements; and supporting scheduling and communication across the Dialogue.

The role works closely with the Program Manager and broader Disability Dialogue team and builds positive working relationships with Steering Committee members, Founding Partners, Dialogue participants, contractors and other stakeholders.

Success in this role requires excellent organisation and attention to detail, strong written communication, sound judgement and discretion, and the ability to manage multiple priorities in a responsive and professional way. A genuine commitment to accessible and inclusive practice is essential.
Key Relationships
Internal
· Program Manager, Disability Dialogue
· Disability Dialogue staff
· DANA staff in cross-team collaboration 
External
· Disability Dialogue Steering Committee members and Chair
· Founding Partner organisations
· Dialogue participants
· contractors and accessibility providers
· people and organisations involved in Open Dialogues and Feature Dialogues
· disability sector stakeholders and community partners as relevant
Key Responsibilities & Main Activities  
Governance and Secretariat Coordination
· Provide secretariat support to the Disability Dialogue Steering Committee.
· Prepare and coordinate agendas, meeting papers and supporting governance documentation in consultation with the Program Manager, Director and Steering Committee Chair.
· Coordinate accessible meeting papers and formats, working with the Access and Inclusion Officer and external providers as required.
· Coordinate Steering Committee meeting logistics, scheduling and accessibility requirements, including the annual in-person meeting.
· Attend Steering Committee meetings and prepare clear and accurate minutes that capture key discussion, decisions, actions and owners.
· Track, follow up and maintain records of actions and decisions arising from Steering Committee meetings.
· Maintain governance records including Terms of Reference, conflict of interest registers, membership records and attendance records.
· Act as a responsive point of contact for Steering Committee members on governance and administrative matters, alongside the Program Manager, Director and Chair as appropriate.
Stakeholder and Administrative Coordination
· Build and maintain positive working relationships with Steering Committee members, Founding Partners, Dialogue participants, contractors and other stakeholders within the scope of the role.
· Coordinate meetings and scheduling for Founding Partner and other collaborative activities as required.
· Coordinate accessibility requirements for meetings and activities, working with relevant team members and providers.
· Coordinate participant, Steering Committee member and contractor payment and reimbursement processes, including maintaining accurate records and following up required information.
· Provide responsive administrative support for Dialogue activities and refer substantive policy, program or stakeholder matters to the appropriate team member.
· Support the Program Manager and team with administrative coordination required for Open Dialogues, Feature Dialogues and other Dialogue activities.
Information and Records Management
· Maintain accurate, organised and accessible records and document management systems.
· Manage the Disability Dialogue SharePoint environment, including document organisation and user access within the scope of the role.
· Maintain the Disability Dialogue shared calendar and monitor and manage the shared inbox, directing enquiries and information to the appropriate team member.
· Ensure governance and administrative information is stored in accordance with DANA policies, privacy requirements and information management practices.
· Identify practical opportunities to improve administrative systems, templates, records and ways of working.
Program and Reporting Support
· Provide accurate governance, administrative and payment information to support program monitoring, evaluation and funder reporting.
· Maintain records of relevant decisions, actions and activities so information can be readily drawn together by the Program Manager and Director when required.
· Prepare routine correspondence, meeting summaries and administrative documentation within the scope of the role.
· Support information flow across the Disability Dialogue team by ensuring agreed records, actions and documents are current and accessible.
Organisational Contribution
· Contribute to DANA’s objectives through accurate, reliable and timely delivery of the role’s administrative and coordination responsibilities. 
· Work collaboratively with colleagues across DANA and the Disability Dialogue and contribute to effective, respectful and coordinated ways of working. 
· Exercise sound judgement within established procedures and role boundaries, seeking guidance or escalating matters where required. 
· Maintain accurate records, systems and information and contribute practical suggestions for improving administrative processes and ways of working. 
· Support inclusive, accessible, respectful and accountable workplace practices. 
· Participate in relevant organisational meetings, learning and professional development activities. 
· Represent DANA and the Disability Dialogue professionally in interactions within the scope of the role. 
· Comply with organisational policies, procedures and work health and safety requirements, including responsibilities associated with remote work.

Selection Criteria
[bookmark: _Hlk169174066]You will bring strong governance, secretariat and administrative coordination capability, with the ability to manage multiple priorities, maintain accurate information and provide responsive support across a collaborative and complex initiative.

You will be organised, dependable and approachable, able to exercise sound judgement and discretion, communicate clearly and work effectively with people across different organisations, roles and lived experiences. You will share DANA's commitment to disability rights, accessibility, inclusion and disability-led practice.

Specifically, you will have:
Essential 
· Demonstrated experience providing secretariat, governance, executive, project or senior administrative support in a complex organisational or partnership environment. 
· Experience coordinating formal meetings or committees, including agendas, papers, minute taking, action tracking and follow-up. 
· Strong organisational skills and attention to detail, with the ability to manage multiple priorities and deadlines. 
· Strong written communication skills, including preparing clear minutes, correspondence and administrative documentation. 
· Ability to maintain accurate records, information systems and documentation to a high standard. 
· Demonstrated ability to build positive working relationships and provide responsive, professional stakeholder support. 
· Ability to exercise sound judgement, discretion and confidentiality within established procedures and role boundaries. 
· Demonstrated commitment to accessible and inclusive practice, including an understanding of accessible meetings, documents and participation. 
· Well-developed digital literacy, including Microsoft 365 and document management systems such as SharePoint, or the ability to quickly build this capability. 
· Strong understanding of and commitment to the rights, leadership and participation of people with disability.
Preferred
· Experience supporting governance arrangements involving multiple organisations, partnerships or collaborative initiatives.
· Experience working in disability advocacy, a peak or representative body, community sector organisation or other for-purpose environment.
· Experience coordinating accessible meeting materials or working with Easy Read, plain-language or alternative-format providers.
· 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.

Position Description | Disability Dialogue Secretariat & Administration Officer | 2026	Page 1 of 7
image1.jpg
(%) DANA ez




