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Queensland South Native Title Services




Position Description
	Position Title:
	Communications Officer

	Employment Capacity:
	Full-time 

	Industrial Instrument:
	Qld South Native Title Services Enterprise Agreement 2009-2011

	Salary:
	ASO6

	Reports To:
	Chief Executive Officer

	Financial Delegation:
	Nil


Purpose and Objective
To co-ordinate Queensland South Native Title Services’ media, communication strategy and tools to maximise positive exposure of key organisational activities, programs and events.
To foster effective internal and external communication practices.
The Organisation
Queensland South Native Title Services (QSNTS) is the Native Title Service Provider for the southern half of Queensland.  QSNTS is a company limited by guarantee, funded under s.203FE of the Native Title Act 1993 (C’th) to carry out the functions of a representative body.
	Our Vision:
	Realising Traditional Owners’ aspirations to land and waters through professional native title services.



	Our Values:
	At QSNTS we recognise and respect cultural and other diversity.  We provide culturally appropriate services in ways that are:

· Professional;
· Accountable;
· Collaborative; and 
· Openly communicated


QSNTS provides support and advocacy to Traditional Owners and claimants within the boundaries of QSNTS jurisdiction who are seeking to determine their native title rights in relation to lands and seas.

Key Responsibilities 
1. Identify communication needs and opportunities for QSNTS and devise appropriate communications strategies.

2. Develop and enhance the QSNTS website ensuring the site is current and provides a positive representation of the organisation.

3. Facilitate, develop and distribute claim specific newsletters in consultation with case management teams.

4. Prepare, produce and distribute key organisational publications including the Annual Report, Strategic Plans and the bi-annual “Message Tree” newsletter.

5. Co-ordinate the promotion of QSNTS events and major projects including the reform agenda, reporting and planning, maintaining strategic stakeholder relations and comprehensive land settlement.
6. Prepare and distribute media releases and campaigns on behalf of QSNTS.

7. Develop appropriate communications templates and promote use to ensure consistent corporate branding is used by QSNTS staff.
8. Provide strategic advice and communications support directly to the Chief Executive Officer and Executive team.

9. Establish and maintain strong and positive relationships with external bodies and ensure the image of QSNTS is projected in a favourable manner at all times.
10. Foster open and regular internal communication.

11. Develop and facilitate workshops and information packages for client groups.
12. Display personal drive and integrity – act professionally at all times and operate within the boundaries of organisational processes and legal and public policy constraints.  Take personal responsibility for accurate completion of work.
13. Communicate with influence – identify the audience and tailor communication styles and messages accordingly. Communicate effectively in a cross cultural environment.

14. Leadership – provide general advocacy and support for the Indigenous communities in the region and lead by example.
15. Knowledge of Indigenous Australia – maintain awareness and understanding of the contemporary issues facing indigenous communities.
16. Any other additional task that is within the general responsibility level of the role and contributes to the overall objectives of QSNTS.
Key Selection Criteria
Essential
1. Demonstrated experience in promotions, public relations, corporate marketing and media related activities.

2. Well developed interpersonal and communication skills with the ability to communicate effectively with Indigenous people and liaise with a broad range of representatives from industry and government.
3. Excellent writing skills, including the capacity to produce correspondence of a high quality.

4. Strong project management and analytical skills with the ability to display sound judgement.
5. Proven ability to work without direct supervision, and meet deadlines despite competing priorities.

6. Knowledge of, or the ability to rapidly develop knowledge of, the Native Title Act (1993) and related legislation.

7. Proven ability to work effectively within a multi-disciplinary team.

8. A current open driver’s licence.
Desirable

1. Tertiary qualifications in journalism, media or related field.

2.  Knowledge of current Aboriginal issues in contemporary society and a commitment to the principles of Aboriginal advocacy and self-determination.

3. Strong computer skills, particularly the Microsoft Office suite of applications.

Please note: a criminal history check may be performed on the successful applicant. 

Conditions of Employment

It is a condition of employment with the QSNTS that you:

· work in a safe manner and not put yourself or others at risk of injury or illness;

· are committed to privacy and confidentiality; and

· follow instruction, and act in accordance with QSNTS policy and procedures.
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