ROADS AND MARITIME SERVICES
POSITION DESCRIPTION

	Job Title: Communications Support Officer
	Position No.:
50079257

	
	

	Classification: USS 5
	Date: November 2011

	
	

	Location: Wollongong
	Delegation Level: 6


	
	

	Directorate: Infrastructure Services

	ANZSCO Code: 22531111127

	
	

	Immediate Supervisor: Communications Manager
	


POSITION PURPOSE
Provides support to the Regional Communications Manager in the delivery of communications activities, including community and Parliamentary communication and customer service.

KEY ACCOUNTABILITIES

· Assist with the implementation of media related activities by researching and drafting of local operational media releases and advertisements.

· Assist in the organisation and implementation of Regional campaign activities, displays and Ministerial events.

· Maintain communications’ databases by updating with all relevant information.

· Assist in the development of publications, newsletters and reports in relation to Regional activities, including preparing draft copy for inclusion in the RTA’s Annual Report and Momentum newsletter.

· Assist in the preparation of, and report on, Ministerial/political and general correspondence, including Freedom of Information inquiries and applications, by registration, research and preparation of draft responses.  

SELECTION CRITERIA

· Demonstrated oral and written communication skills including the ability to analyse and research issues.

· Demonstrated ability to deal tactfully and effectively with people at all levels both internally and externally.

· Ability to implement campaign activities, functions and events.

· High degree of initiative and flexibility.

· Commitment to, and understanding of, Quality Customer Service.

Notes:
· A probationary period of three months may apply to this position

· It is a pre-requisite that applicants possess a current motor vehicle driver’s licence

· The successful applicant may be required to work outside normal working hours on occasions.

Pd_02285_communications_support officer_uss5_50079257_2011.doc 

