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POSITION DESCRIPTION	
	Position
	Knowledge Translation and Engagement Officer, Carer Knowledge Exchange

	Job Families
	Policy, Advocacy & Research/ Community Engagement & Outreach 

	Level
	Knowledge Translation Officer/Project Officer (L5) — coordinates knowledge translation activities and stakeholder engagement for the Carer Knowledge Exchange under general direction

	Unit
	Policy, Development & Research Unit 

	Reporting to
	Manager, Policy, Research & Development

	Direct Reports
	Nil

	Location
	North Sydney

	Award
	Social, Community, Home Care and Disability Services Industry Award 2010 - Level 5

	Position Statement
	This position coordinates knowledge translation activities  and stakeholder engagement for the Carer Knowledge Exchange, Carers NSW's research translation initiative. The role develops and maintains networks and communities of practice of carers, researchers, policy makers and practitioners, and plans and delivers events, information and resources based on carer-related evidence, in line with Carers NSW's Strategic Plan.



	Our Vision & Values

	Vision
Our vision is for an Australia that values and supports all carers.
Values
Our work reflects our values of:
· Carer focus
· Respect
· Openness & Inclusivity
· Accountability



	Position Purpose

	The Knowledge Translation Officer connects research to practice by building and supporting the Carer Knowledge Exchange's activities, including developing and delivering events, resources, information, media and publications, and maintaining a network of carers, researchers, policy makers, practitioners and service providers. Working under the general direction of the Manager, Policy, Research & Development, the role coordinates the Exchange's communities of practice, advisory groups, events, newsletter and Research Library content, and promotes opportunities for carers to take part in research and for researchers to share their work. The role contributes to Carers NSW's Strategic Direction of informed and supported carers and effective systemic advocacy.


Position Requirements
	Key Result Area
	Key Accountabilities

	Knowledge Translation & Research Engagement
	· Contribute to literature searches, reviews and publications
· Maintain the Exchange's searchable evidence base
· Write plain-language summaries of key research topics and publications for carers, practitioners and policy makers
· Develop resources and good practice guidance that build the sector's capacity to use carer evidence, including content featuring carers' perspectives 
· Promote opportunities for carers to participate and engage in research, including coordinating requests from researchers seeking to recruit carers
· Promote opportunities for researchers to share published research, and source and add publications to the Exchange's Research Library


	Stakeholder Engagement & Networks
	· Establish, maintain and develop relationships with key stakeholder groups, including academic and non-academic researchers, policy makers, practitioners, service providers and carers
· Coordinate the Exchange's national network and communities of practice, facilitating opportunities for members to connect, collaborate and share knowledge
· Consult with stakeholders on the development and enhancement of the Carer Knowledge Exchange and report findings to the Manager
· Provide secretariat support to the Carer Knowledge Exchange Advisory Groups, including agendas, papers, minutes and follow-up of actions
· Represent Carers NSW and the Exchange at forums, conferences and interagency meetings as required

	Events & Communications
	· Plan, coordinate and deliver Exchange events, webinars and community of practice activities, including speaker liaison, logistics and evaluation
· Develop and distribute the Exchange's regular newsletter and event promotion collateral, in collaboration with the Communications team and in line with Carers NSW brand guidelines
· Manage mailing lists, event registrations and online forum activity to support ongoing stakeholder engagement
· Maintain Exchange website content in collaboration with the Research and Communications teams

	Reporting, Data & Governance
	· Monitor and report on engagement outcomes, such as network membership, event participation, newsletter reach, online engagement and Research Library use to the Manager
· Contribute to project plans, activity work plans and funder reporting for the Carer Knowledge Exchange
· Maintain accurate records of stakeholder engagement and advisory group activity
· Collect, store and manage stakeholder and subscriber data in accordance with legislated mandatory reporting and privacy laws and Carers NSW policies

	Teamwork & Projects
	· Be an active and involved member of the Carers NSW Policy, Development & Research Unit
· Attend team, unit and staff meetings as required
· Contribute to cross-unit projects and activities as required
· Assist with the general operations of Carers NSW


Capabilities
This section is drawn from the Carers NSW Capability Framework (2026). It defines the behaviours and skills expected of this role, structured as Universal Capabilities (expected of every employee, described here at the Practitioner / Specialist level) and Functional Capabilities (specific to the Community Engagement & Outreach Job Family at Senior Engagement Officer (L5) level).
Universal Capabilities
	Capability
	Description & Expected Behaviour at this Level

	Commitment to Carers NSW Mission & Values
	Understands and actively supports the Carers NSW mission, vision, and strategic direction. Models the organisation's values in all interactions.
Proactively communicates and promotes mission and values to stakeholders; links own work to strategic goals.

	Diversity, Equity & Inclusion
	Recognises and respects the rights and diversity of all people. Committed to social justice, inclusion and culturally safe practice.
Adapts approaches to meet the needs of diverse populations including ATSI, CALD, LGBTIQ+ and rural carers.

	Work Health & Safety
	Understands and complies with WHS legislation. Takes reasonable care for self and others; reports hazards and participates in safety improvement.
Actively promotes WHS culture in team; assesses and manages risks for activities.

	Quality Improvement & Compliance
	Committed to continuous improvement; understands and complies with Carers NSW policies, procedures and legislative requirements.
Identifies and implements improvements; ensures team meets compliance obligations.

	Data, Privacy & Mandatory Reporting
	Understands obligations around data collection, privacy legislation and mandatory reporting. Manages information responsibly.
Manages data systems; trains others in privacy obligations; ensures compliance.

	Professional Development
	Actively engages in learning and development. Maintains currency of knowledge relevant to role and sector.
Identifies own learning needs; contributes to team development; mentors peers.



Functional Capabilities
	Job Family 3: Policy, Research & Advocacy/ Community Engagement & Outreach 

	1. Stakeholder Relationship Management	Comment by Lukas Hofstätter: Can we add “Evidence Synthesis” from the research family?
2. Community Partnership & Network Development
3. Data Collection & Evidence Synthesis (Drawn from Job Family 4 - Policy Research & Advocacy)
4. Cultural Competency (First Nations & CALD)	Comment by Lukas Hofstätter: Just flagging that the acronym ATSI is strongly discouraged First Peoples of Australia | AIATSIS corporate website 
5. Outreach Program Delivery (applied to Exchange events, webinars and community of practice activities)
6. Sector Capacity Building
7. Knowledge Management & Communities of Practice (drawn from Job Family 7, Quality & Practice, reflecting this role's research translation focus)


Selection Criteria
	Essential Qualities
	· Tertiary qualification in social sciences or another relevant discipline
· Demonstrated ability to translate research into clear, plain-language content for diverse audiences
· Experience conducting literature searches and reviews
· Demonstrated experience engaging with academics and working in a research setting.
· Demonstrated skills in building and maintaining relationships with a range of stakeholders, such as professionals, academics, not-for-profit organisations and consumers
· Experience developing stakeholder communications, such as e-newsletters and web content
· Experience planning, coordinating and promoting events or webinars
· Highly developed verbal and written communication skills
· Knowledge of the role of key stakeholders, including State and Australian Governments
· Ability to work effectively both independently and in collaboration with multiple internal and external stakeholders
· Advanced computer skills, including experience with email marketing, event registration or website content management systems

	Desirable Qualities
	· Postgraduate research qualification and/or direct experience working with researchers
· Previous experience in the not-for-profit and/or university sectors
· Experience facilitating communities of practice, networks or online forums
· Understanding of and commitment to carer issues and needs
· Experience conducting research with vulnerable or disadvantaged populations
· Understanding of the needs of specific carer population groups, including Aboriginal and Torres Strait Islander carers, young carers and CALD carers


Compliance Checks Required
	Working with Children Check
	No

	National Police Check
	Yes

	Driver's Licence
	No

	NDIS Worker Screening Check
	No

	First Aid Certificate
	No


Note: The duties listed in this position description may not be all-encompassing. Employees may be required to perform other reasonable duties as requested.
	Approved by
	[Insert Manager name and title]

	Approval date
	[Insert date]


I have read and understand the requirements of this role as described in this document.
Employee Signature ___________________________     Date ___________________
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