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	Position Description

National Campaign Assistant

	


Brief Position Description:

The forthcoming federal election holds great opportunities for The Greens to significantly increase our representation in Federal parliament.  The primary role of the National Campaign Assistant is to support the National Campaign Coordinator to help the Australian Greens achieve its strategic objectives for the federal election later this year.
The Greens will be standing a full suite of candidates in the election for the Senate and House of Representatives. The National Campaign Assistant supports national level organisation for the campaign with a focus on the Senate. Under the federated structure of the Australian Greens most state and territory Greens parties employ campaign teams and the National Campaign Team also assists with coordination between state and territory campaigns. 
Major Responsibilities:

The National Campaign Assistant is to support the National Campaign Coordinator to successfully implement the election campaign strategy developed by the National Election Campaign Committee (NECC).

Other key tasks for the position include –

· Support the coordination of the national election campaign as directed by the National Campaign Coordinator in the context of the campaign strategy;

· Support the management of volunteers;

· Maintain good communication with state and territory offices and election campaign committees, and Senators, their offices and Senate candidates, as required;

· Liaise with national Working Groups where required;

· Ensure that any emerging issues are brought to the attention of the National Campaign Coordinator;

· Assist with the coordination of national campaign launches and other national events;

· Support the preparation, printing and distribution of nationally prepared election materials;

· Support the National Campaign Coordinator to compile a set of materials produced for the election by States and groups as they become available for the purpose of ensuring efforts and resources are shared wherever practical;

· Coordinate and manage the staffing of overseas polling booths;

· Support the National Campaign Coordinator to keep a running list of volunteers and contributors that need to be thanked after the election;

· Any other tasks as directed by National Campaign Coordinator.

Selection Criteria:

· Project management experience;
· Experience working on election campaigns would be an advantage;

· Familiarity and expertise in an office environment, including: e-mail, internet and other common software;

· Excellent written communication skills;

· Excellent interpersonal skills;

· Ability to work under pressure to achieve the required task;

· Ability to meet deadlines;

· An understanding of the Australian Greens and support for the party’s principles, policies and decision making processes;

· An appropriate Australian or New Zealand work visa (if applicable).

Relationship to Others:

Directly supervised by:
National Campaign Coordinator
Supervises:


Volunteers
Location:

This position is based in Canberra at the office of the Australian Greens.
Conditions:
This position is to commence immediately and is subject to an initial 3 month probationary period.  Subject to the successful completion of this probationary period, the position will continue until 2 weeks after the federal election.
The position is full time and is likely to include some evening and weekend work.
Time Off in Lieu (TOIL) may be available for additional hours worked subject to agreement in advance.  No accumulated TOIL will be paid out on the completion of this contract.

The salary for this position is $55,209 per annum + 9% superannuation.

Other conditions will be according to the Social and Community Services (ACT) Award 1995 subject to the arrangements noted below.

The following Award clauses apply to the position: 

Part 1 – Operation of the Award

Part 2 – Engagement of Employees: clause 6 only

Part 3 – Wages and Superannuation: clause 15 only

Part 5 – Leave

Part 6 – Dispute Resolution, Termination and Redundancy 

Part 7 – General Provisions

The following clauses will be altered by the Contract of Employment:

Clause 7 – Hours of Work

Clause 8 – Shift Work

Clause 12 – Overtime

Clause 13 – Sleepovers

Clause 14 – Excursions

Clause 16 – Accident make up pay

Clause 17 – Superannuation

Clauses 18 – 24 - Allowances

The following clauses are not relevant to the position:

Clause 9 – National Training Wage

Clause 10 – Rates of Pay

Clause 11 – Staff Development, Progression and Classification

Allowances

The salary is intended to include all penalties and allowances.  Where travel is required overnight, accommodation shall be provided (this may include billeting arrangements) and all reasonably incurred expenses including telephone, taxi, public transport and meals shall be reimbursed.
Expenses requiring reimbursement must be within a pre-approved budget.

Applications:

Applications addressing all of the selection criteria should be emailed to nationalmanager@greens.org.au.

Enquiries to Brett Constable ph: 02 6140 3219
Applications close 5pm Monday 29 March, 2010






