
Position Description 
Communication & Policy Officer 
July 2016 

 
 

Position Title  Communication & Policy Officer 

   
Hours 15 hours per week.  

Hours per day and days of the week flexible but must include Fridays 
 
Duration Permanent part-time, with a 6 month probationary period 
   
Salary   $66,630 pro rata (ERO increase in December will raise to $69,357) 

SCHCADS Award Class II(b) / SCSE Level 5  
9.5% superannuation; salary packaging available  

 
Closing Date:  Sunday 14 August 
 
Contact Person: Jenny Davidson, Chief Executive Officer (03) 9654 0327 (Mon - Thurs)  
   ceo@csmc.org.au 
 

 
ABOUT CSMC 
 
The Council of Single Mothers and their Children, Inc. Victoria (CSMC) is a not-for-profit 
organisation run by and for single mothers to improve their lives and that of their children. We 
achieve change by championing their voices and needs and providing support services. 
 
Established in 1969, CSMC has a long history of social and political action. One of CSMC’s early 
achievements was to successfully lobby government to introduce the sole parent pension. CSMC 
continues to fight for the rights and interests of single mother families, focusing on poverty, social 
security, child support, family law, and housing. 
 
Our Vision 
 
CSMC envisions a society where single mother families are valued and treated equally and fairly. 
CSMC works to achieve this in the following ways: 
 

 Providing an information, support, referral and advocacy service to single mothers; 

 Providing accurate information and resources to single mothers through regular 
newsletters, email bulletins, our website and social media; 

 Creating opportunities for single mothers to meet and overcome isolation; 

 Representing the needs and issues of single mothers through media, working with 
government and community organisations, and research; 
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 Advocating to overturn the social, economic, and legal discrimination against single mothers 
to raise the status of single mothers and their children. 

ORGANISATIONAL ENVIRONMENT  
 
CSMC works from a feminist perspective and is committed to the processes of self-help, 
empowerment, and mutual support for single mothers.  
 
CSMC is a membership organisation, with over 2500 members, primarily single mothers. A Board, 
elected from our membership, provides strategic and management oversight to the organisation.  
 
All staff are part-time and flexible working conditions are available to support parenting 
responsibilities. CSMC offers some over-award conditions, such as child sick leave. Negotiated work 
outside normal agreed hours will accrue time in lieu. 
 
Working from a self-help model, CSMC employs only women who are or have been single mothers. 
This falls within the exception contained in section 28 of the Equal Opportunity Act 2010. 
 

Position Description 

 

The Communication and Policy Officer will coordinate all CSMC communication materials and will 
work closely with the Executive Officer to undertake policy and advocacy work, including research 
and writing submissions to government.  
 
Highly developed writing, editing and research skills will be essential for the role, together with a 
knowledge and understanding of government legislation relevant to single mothers. The role will 
also encompass liaison with CSMC members and the community sector. 
 

Duties 

 

 In collaboration with the Executive Officer contribute to policy work of the organisation, 
including research and submission writing on government policy initiatives relevant to single 
mothers; and communicate CSMC’s position on relevant government policy initiates to CSMC 
membership, government, media and the broader community. 

 Oversee CSMC communications, including coordinating, writing and designing the bi-annual 
newsletters, quarterly email bulletins, website content, annual report and other resources and 
materials. 

 Coordinate social media content and campaigns on issues relevant to single mothers, 
particularly in relation to legislation in the areas of income support, family law and child 
support.  

 Facilitate effective engagement of members on relevant policy through social media, printed 
collateral and other communication channels. 
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 Coordinate the promotion of CSMC to community organisations, local government and other 
bodies which single mothers utilise. 

 Contribute to project development and grant writing, in collaboration with other staff 
members. 

 Undertake relevant administrative duties involved in the daily running of the office. 

Additional hours may be funded for limited periods to implement specific projects, such as 
engaging single mothers in a policy campaign or event, and would be negotiated with the staff 
member on a case by case basis. 
 

Key Selection Criteria:  

 
Required  

 

 Is or has been a single mother  

 Commitment to social justice, feminism and the philosophy of CSMC 

 Understanding of the political, economic and social barriers that single mothers encounter and 
pertinent government legislation  

 Highly developed writing and editing skills 

 Experience in policy analysis and submission writing 

 Excellent verbal communication skills  

 Computer and web literacy, including social media 

 Ability to work in a self directed, consultative and accountable manner  

 
Desirable 
 

 Desktop publishing or other design skills 

 Campaign, media and/or lobbying experience 

 Experience working with single mothers and their children  

 Knowledge of community organisations and networks in Victoria 

 Demonstrated understanding of, and commitment to, community development principles 

 Relevant tertiary qualifications 
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Application Procedure 

 
Written applications to be forwarded to: 
 

Jenny Davidson 
Chief Executive Officer 

 ceo@csmc.org.au  

Please include a cover letter clearly addressing all the Key Selection Criteria and a current resume.   

Appointment is subject to a satisfactory police check. 
 
 
Please call Jenny Davidson on (03) 9654 0327 to discuss the role further. 
 


