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Council on the Ageing Victoria

Position Description

Title:
Policy Officer
Full time 12 month fixed term appointment (See Conditions of Employment below for details)

Classification:
As per the COTA EBA and National Employment Standards
Community Development – Level 2B, Year according to experience.
Salary range:  available on request.

Location


Council on the Ageing Victoria:
Block Arcade

98 Elizabeth Street, 

Melbourne Vic 3000

Council on the Ageing Victoria (COTA) is the peak body representing the wide-ranging needs and interests of older people in the Victorian community. Our mission is to mobilise older people and those who work with them, to age well in a just society.

THE POSITION 

The Role

This role is an integral part of the policy team contributing to strategic policy action to achieve the COTA mission and uphold its policy principles. The primary focus is on supporting and contributing to the work of COTA’s Policy Unit, its policy development and seniors’ participation activities, by providing efficient systems and processes and contributing to research and policy development activities. 

Reports to:

Ms Debra Parnell, Manager, Policy Development
Duties

· Develop, implement and maintain effective office and information management systems.

· Support and contribute to Policy unit events and activities, including convening network meetings, providing secretariat support and maintaining records and documentation.

· In responding to key policy issues to enhance COTA’s influence.

· Monitor research and policy developments relevant to COTA’s policy priorities and activities

· Prepare information material for COTA members and stakeholders including newsletter articles, website material, and occasional and briefing papers that provide information and the opportunity for comment and debate.

· Other duties as required

Key Selection Criteria

· Excellent verbal and written communication skills.

· Demonstrated ability to write in a variety of formats e.g. reports, information materials and policy papers. 

· High level organisational skills and attention to detail.

· Ability to initiate and maintain office systems and procedures.

· Knowledge of policy issues in the older persons/ageing sector particularly the impact of ageism on attitudes to ageing, government policy and behaviours of older people.

· Ability to work flexibly and independently whilst also demonstrating the ability to work effectively as part of the Policy Unit team.

· Computer literate in a range of computer software packages.
Conditions of Employment

All employees are required to sign a Code of Conduct.

COTA has a registered Enterprise Bargaining Agreement
Salary 
As per the COTA EBA and National Employment Standards
Community Development – Level 2B, Year according to experience.
Salary range:  available on request.

Salary sacrificing:
Available in accordance with Australian Taxation Office legislation and regulations, and in accordance with the Council on the Ageing’s policy and procedure. 

Employment:


The position is full-time for an initial 12 month appointment.
Depending on funding there may be an opportunity for further appointment. 

Hours of work:
Full-time, 38 hours per week - 9.00am -5.00pm with an unpaid ½ hour for lunch and commencing at 8.30 am on the second and fourth Wednesday of each month to attend staff meetings
Probation


The position is subject to a three-month probationary period.

Travel
Some intrastate travel may be required including limited overnight trips to support activities in regional areas.
Commencement Date
To be negotiated
Council on the Ageing Victoria
Council on the Ageing Victoria (COTA) is the peak body representing the wide-ranging needs and interests of older people in the Victorian community.  COTA Victoria’s mission is to mobilise older people and those who work with them, to age well in a just society.

COTA has been the voice of older Victorians for over 50 years.

While individual issues may have changed over that time, the determination and commitment of the organisation to ensure that the voices of older Victorians are heard has not.

COTA is governed by an elected Board of Management. Its dedicated staff and volunteers continually strive to ensure that the contributions of older people are proudly recognised and acknowledged within our community.

COTA works in five main areas:

· Policy Development

· Education

· Information

· Representation 

· Membership
COTA Values

COTA will:

· Strive to enable older Victorian’s voices to be heard in all aspects of life

· Enshrine dignity and human rights for all people

· Work in ways which facilitate the engagement and involvement of older people in all levels of our activities

· Strive to understand and respect the diversity of older people

· Seek solutions to end the circumstances of poverty and other social constructs which disadvantage and/or isolate some older people

· Seek to provide all older people with accurate and timely information to assist them to make informed decisions and live full and independent lives

· Work to create new opportunities for older people in work, recreation, community participation and civic democracy.

COTA Victoria is an equal opportunity employer

Application process: 
Applications must explicitly address each key selection criteria.
Applications close:
15th February 2010

For further Information
Phone Debra Parnell 96552106
Address applications to:
Ms Debra Parnell, Manager Policy Development
Forward confidential applications by

Email:



hro@cotavic.org.au State ‘Policy Officer’ in the subject line.

Fax:



9654 4456
Mail:



COTA Victoria

Level 4, 98 Elizabeth Street 

Melbourne VIC 3000.
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