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POSITION DESCRIPTION

1. POSITION TITLE:


Senior Policy Advisor

2. JOB CLASSIFICATION: 


3

3. WORK UNIT:


Public Affairs

4.
RESPONSIBLE TO: 
 
National Manager Public Affairs

5.
LOCATION:


National Office, Canberra, ACT

4. PURPOSE:

This position provides a senior level of public policy analysis, advice and writing services to help the organisation represent its members’ public policy development, media engagement and government affairs interests.

5. DUTIES

· Independently build an in-depth awareness and understanding of the public policy issues important to Engineers Australia and its members.

· Independently monitor the public service, political, media, academic and other relevant environments to identify issues important to Engineers Australia and its members, and provide advice on such matters from a public policy perspective.

· Conduct research and write reports and policy papers on matters of importance to Engineers Australia and its members.

· Identify government, parliamentary and agency inquiries of issues relevant to Engineers Australia and its members and draft and coordinate responses to them.

· Liaise with Engineers Australia’s member groups on public policy matters.

· Establish networks in, and liaise with, government agencies, and professional and industry associations to identify and act on opportunities for collaboration or engagement on public policy and media issues relevant to Engineers Australia and its members.

· Monitor the actions and policies of government and industry on matters of public policy interest to Engineers Australia and its members.

· Provide high level policy advice to the Media Manager.

· Represent Engineers Australia at public meetings such as industry forums, networking events, government agency consultation meetings, parliamentary inquiries and ministerial meetings.

· Lead or assist the production of public policy publications.

· Liaise with and support the work of internal Engineers Australia teams on matters relevant to the Public Affairs team.

· Communicate with stakeholders effectively via all available means including in-person, on the telephone and via video conferencing facilities.

· Interstate (including overnight) travel may be required.

· Contribute to and promote the development of the profession through active participation in the community

· And other duties as required

6. WORK HEALTH & SAFETY (WHS) OBLIGATIONS

As a worker for Engineers Australia, you must:

· Take reasonable care for your own health and safety in the workplace

· Take reasonable care that your acts or omissions do not adversely affect the health and safety of others in the workplace

· Cooperate with your employer about matters of health and safety

· Comply with any reasonable instruction and cooperate with Engineers Australia’s WHS policies and procedures

· Familiarise the broad meaning of ‘workplace’ in health and safety legislation and Engineers Australia WHS policies and procedures.

7. COMMUNICATION AND RELATIONSHIPS

This position is not an authorised spokesperson for the purpose of the Engineers Australia Spokespersons Policy.

The position reports to the National Manager Public Affairs.

The position has no direct reports.

Internally, the position most commonly communicates and works with the Public Affairs team, Chief Executive Officer, members of the Communications & Member Service Business Group (especially the Executive General Manager, the Marketing team and Division General Managers) and the Professional Standards & Practice Business Group. 

Internally, the position may also work with staff across all other Business Groups from time to time.

Within the Engineers Australia membership, the position communicates and liaise with Office Bearers. This will most often include the National President, National Deputy President, members of the Board, Division Presidents, plus Chairs of Colleges, Technical Societies and Special Interest Groups.

Externally, the position communicates with federal political staff, federal public servants, and staff from relevant professional associations, industry associations, and academia. 

Externally, occasional engagement with state and territory political staff and agencies may be required.
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We are committed to delivering exceptional products, services and experiences for our
members and customers.

We do this by:

« caring about our members and customers, listening to them and seeking to understand their needs
« helping our customers achieve their goals

« providing service excellence

« using our member's funds prudently and in a sustainable way

ACHIEVE TOGETHER

We are at our best when we collaborate and use our collective expertise.
We do this by:

« working inclusively as ‘One Team' to create a positive and enthusiastic culture

« valuing everyone's contribution, respecting the uniqueness of individuals
« sharing information and ideas openly and broadly

o encouraging and supporting others to do their best

EMBRACE PROGRESS

We actively seek out ways to improve through adopting ideas from our colleagues, customers
and the world around us.

We do this by:

« staying informed in our ever changing world

« being agile and adopting new and simpler ways of working

« actively coaching, mentoring and encouraging creative thinking
o accepting mistakes can happen and learning from them

ACT WITH INTEGRITY

We eam trust by being authentic and accountable.

We do this by:

« doing the right thing, even when itis not easy

« giving and expecting our best, always

« keeping our promises, saying what we mean and doing as we say

* communicating openly, honestly and respectfully, being mindful of impact





9. SELECTION CRITERIA

· A minimum of 5 years professional experience in a similar capacity and in a related field.

· Tertiary qualifications.

· Professional verbal and written communications skills with a proven ability to liaise with stakeholders at all levels.

· Solid computer skills, especially in the use of programs such as the Microsoft Office Suite with a demonstrated capability to learn to use new technology with ease.

· A proven ability to independently conduct research, analyse issues and develop public policies and public policy advice.

· A proven ability to write succinctly, objectively and with clarity in a range of formats such as policy papers, discussion papers, reports, public inquiry submissions and letters.

· A demonstrated ability to build and maintain good working relationships with a wide range of internal and external stakeholders, preferably in a membership-based environment and including political staff, public servants and industry associations.

· A proven ability to independently manage workload and work with very limited supervision.

· A reputation for high quality service delivery and the provision of sound and timely advice in a complex environment.

· Expert knowledge of the system of Australian government at federal, state and territory levels and their associated agencies.

· A basic understanding of the media and its operation is desirable.
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