 

	POSITION DESCRIPTION

	Title
	Communications & Engagement Officer 

	Award
	Social, Community, Home Care & Disability Award 2010

	Salary
	$70,000 per annum (base salary)

	Position Status
	Full time (2 year contract)

	Location / Base
	Alice Springs 


PURPOSE OF POSITION
This position is responsible for the creation and implementation of a Communications & Engagement Strategy for Ngaanyatjarra Council (‘Council’) with the aim of increasing the level of knowledge and discussion amongst Ngaanyatjarra people of key issues confronting the Ngaanyatjarra region. 

Based on community input, this will require the incumbent to create a range of communications products (eg newsletters, social media, web content, radio messaging etc) that brings about an improved flow of two-way information and ideas between Council, the Communities and Ngaanyatjarra people. 
The ability to develop and sustain positive relationships with Ngaanyatjarra people, the board of Council and the management team will be critical, along with effective planning. The incumbent will be required to regularly travel to the Ngaanyatjarra Communities with a brief to share information, increase participation in Council meetings and to identify the concerns of Ngaanyatjarra residents. 

The incumbent will also be expected to create opportunities that allow young people to share information and discuss matters relating specifically to young people. 

The position is newly created and will continue to evolve. The incumbent will therefore be expected to adopt a flexible approach to work requirements and to undertake new or alternative duties as required. This may include new technology usage and new work procedures. 
REPORTS TO

CEO
ABOUT NGAANYATJARRA COUNCIL
Ngaanyatjarra Council was incorporated in 1981 with the aim of supporting the development of all Ngaanyatjarra people. At the core of this work was assisting the Ngaanyatjarra Communities to be strong and sustainable with reliable essential services, air transport, bookkeeping, agency and road transport, fuel distribution, health services, community services and improved housing. 

Ngaanyatjarra Council (Aboriginal Corporation) represents the interests of around 2000 Ngaanyatjarra, Pintupi and Pitjantjatjara people living in 12 communities in the Central Desert region of Western Australia. 

Today, Ngaanyatjarra Council is one of the largest Indigenous Corporation in Australia and has grown to be the major representative body for Ngaanyatjarra people. Ngaanyatjarra Council is also the parent and ultimate holding company of the Ngaanyatjarra Corporate Group, which includes the following entities:

· Ngaanyatjarra Services (Aboriginal Corporation)

· Ngaanyatjarra Health Service (Aboriginal Corporation)

· Indervon Pty Ltd (IOR Alice Springs)

· NATS (Ngaanyatjarra Agency and Transport Service)
Key responsibilities
1. Develop a Communications & Engagement Strategy for Council and ‘communications & engagement’ plans for major initiatives (ie projects, events, strategic issues) 

· Develop and implement a Communications & Engagement Strategy for Council that is focused on increasing the number of Ngaanyatjarra people participating in Council decision making
· Ensure detailed ‘communications & engagement’ plans are developed for major initiatives and key issues with each plan identifying key messages, audiences, methods and frequency of communication  

· Brief Chairperson, Directors, CEO and senior managers on ‘communications and engagement’ plans where required  

· Assist CEO, Directors and senior managers in achieving communications objectives  

· Work with graphic designers in the production of communication products targeting Ngaanyatjarra people where required
· Work with relevant Ngaanyatjarra entities to develop appropriate communications products and to build sustainability into Council’s ongoing communications with Ngaanyatjarra people
2. Undertake research and knowledge-building 

· Liaise and consult with Ngaanatjarra people to identify their concerns

· Identify and create accessible avenues for Ngaanyatjarra people to share information about their achievements and concerns

· Research issues identified by the CEO and Directors  

· Maintain a watching brief on matters of current significance to Council and the Ngaanyatjarra Communities
· Attend Council meetings and selected Council events
· Prepare briefing reports, newsletter articles and media releases as required    
3. Develop and provide articles for Ngaanyatjarra newsletters, website and internal communications
· Prepare articles for various communication products targeting Ngaanyatjarra people including newsletters, Chairman and CEO messages, social media posts and website articles  

 
4. Manage the use of social media in Council communications with Ngaanyatjarra people
· Create relevant social media sites and content for Council as a tool for engaging with Ngaanyatjarra people
· Monitor and respond in relevant social media sites on a continual basis, in consultation with CEO and senior managers on relevant issues  

· Ensure all social media sites set up within Council are managed and monitored in accordance with agreed policies and procedures, including support and training to content managers  

5. Assist Directors with community consultation processes 

· Provide support to Chairperson, Directors, CEO and Managers in developing a ‘communications and engagement’ plan for any major initiative and implementing various aspects of consultation  

· Liaise with Community Councils and other relevant stakeholders as required   

6. Creating opportunities for young people
· Create accessible avenues for young people to share information about their achievements and concerns
· Facilitate young leaders meetings to share information and discuss concerns specifically identified by young people

· Support young people to attend, record and produce materials for Council and Community Council meetings 

· Establish relationships with local organisations working with young people and involve them in the development of relevant communication products and/or leadership activities
· Record Management

· Maintain an efficient and limited database of photo stock  

· Scan media articles of significance and relevance 
7. Any other duties as directed in the context of this position  
Key communications
· It is expected that the incumbent will be able to establish relationships founded on trust and respect, and will be able to manage the breadth of personal and private information disclosed in the course of those interactions appropriately and without breach of confidentiality. 
· Internal: This role is critical to the success of Council through the provision of internal services and advice, which enable the CEO and Council to achieve their goals and objectives. As such it will need to maintain collaborative relationships with all Directors and senior managers to ensure an integrated approach is adopted to Councils communications
· External: A significant component of the role, the incumbent will have interaction with Ngaanyatjarra people, Community Councils, community organisations and government agencies. As such, they will need to ensure they actively promote the best interests of Council and the Ngaanyatjarra Communities at all times. 
ACCOUNTABILITY
· The incumbent is accountable to the Ngaanyatjarra Council, and will report through the management structure as defined above.  

· The incumbent will work cooperatively with the Ngaanyatjarra Communities, which have their own governance and reporting responsibilities.  

· The incumbent does not have the authority to represent an individual Ngaanyatjarra Community, unless invited to do so by the community. 

POLICY, PLANNING & REPORTING
· The incumbent will be required to contribute to Council policy development, particularly relating to communication. The incumbent will also be required to contribute to the review and evaluation of the Council’s current policies and procedures to identify potential for improvement. 

· The incumbent is expected to contribute to and comply with all Council employment and operational policies, including but not limited to quality, safety, equity and the environment. These policies are core to the operations and must be reflected in the day-to-day working requirements of the position. 
SELECTION CRITERIA

Essential
· A strong commitment to the principles of Aboriginal self determination and an understanding of contemporary Aboriginal political, social, cultural and economic issues impacting on remote Aboriginal communities
· A tertiary qualification in an appropriate discipline or equivalent professional qualifications and/or experience, preferably in communications, public relations,  journalism or social work  

· Ability to manage multiple projects, priorities and competing demands  

· High-level written and verbal communication skills including report writing skills.  

· Highly developed interpersonal skills, including conflict management, negotiation, and assertiveness skills  

· Experience in using social media and content management systems to aid corporate communications outcomes  

· Demonstrated experience in self directing workloads, time management and meeting deadlines  
· Previous experience living or working on remote Aboriginal communities

· Current driver’s license with no restrictions 
Desirable
· A demonstrated aptitude for other languages or familiarity and experience with a Ngaanyatjarra language would be an advantage
· Strong working knowledge of Adobe Creative Suite software
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