
A: 122 Image Flat Rd Nambour Qld 
     PO Box 400 Nambour Qld 4560 
P: (07) 5476 2711 / F (07) 5476 2832 
E: spiral@spiralinc.org.au 
ABN: 32 196 643 593 
 

 

 

Spiral Staff Position Description  

Communication and Administration Officer 

Authorisation  General Manager 11 February 2021  

Position summary:   

The position is offered on a short-term contract due to the incumbent’s pending 
parental leave, for a four to six month period. 

A minimum of 40 hours to a maximum of 70 hours per fortnight is offered. 

The Communication Officer works closely with the General Manager and Leadership 
Team to ensure Spiral’s programs are effectively communicated and profiled. 

This role is responsible for coordinating Spiral’s events and functions, as well as 
participation at regional events and expos. 

Developing, maintaining and producing brochures, flyers, newsletters and general 
communications, both internally and externally. 

A high-level of administrative support is also provided to the General Manager and 
Leadership Team, and Spiral Creative Arts Programs. 

The position also provides administrative support to ensure compliance to Spiral’s 
quality, probity and policies and procedures. 

Classification  Level 3 SCHADS Award 

Location  Spiral’s Office and Centre, Nambour 
 

Screening and external 
authorisation requirements  

NDIS National Worker’s Induction 
NDIS National Worker Screening (Yellow Card) 
Current Driver’s Licence 
 
Associate Diploma with relevant experience, or relevant 
Certificate with experience to undertake the range of 
activities required in this position. 
 
Competent in the use of computer technology, including 
desktop publishing, social media and centralised records 
systems. 
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Reports to  General Manager 

 

Working relationships  

Service Coordinators  
Human Resources Officer 
Finance Officer  
Management Committee members as required 
Other staff members as required to fulfil the duties of this 
role 
 

 

Delegations 

Compliance to agreed communication strategies and 
marketing plans. 
 
Compliance to quality, probity and Spiral’s policies and 
procedures. 
  

 

 

Performance requirements  

Function area Key tasks and 
responsibilities 

Performance indicators 

Develop, maintain and 
produce/publish Spiral’s 
external and internal 
communication plans and 
strategies 

Review, create and/or edit 
Spiral’s brochures, flyers, 
social media posts and 
website. 

 

Agreed calendar and plan of 
communication is delivered 
on time with correct and 
current information. 

 

 Review, create and/or edit 
Spiral’s operational calendar, 
communication plan and 
marketing strategy. 

Review dates of Spiral’s 
publications are met and 
updates made as needed. 

In consultation with key 
stakeholders, create 
brochures, flyers and 
promotional material for 
events and programs. 

Consistency of style and the 
highest standard of written 
communication is reflected 
in all publications and 
communication.  

Coordinate, develop and 
plan Spiral’s events and 
participation in regional 
expos and events 

Develop, implement and 
monitor plans for events, 
including the coordination of: 

Events are professionally 
planned delivered and 
represents Spiral and its 
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 Volunteers, staff and 
participants 

 Promotional material 
available in a format that 
meets participants and 
other’s needs, eg Easy 
Read. 

 Venue preparation 

 Registrations and hire of 
equipment as needed 

 Risk assessments as 
needed. 

 Budget developed and 
approved 

 Identify potential fund-
raising and media 
opportunities 

 

community in a positive 
way. 

`Adequate resources are 
available to ensure a safe 
and successful event. 

Promotional material is 
current, relevant and readily 
available 

Invoices and other 
expenses align with budget 
and authorised for payment 

Post-event, stakeholders 
feedback and suggestions 
captured, recorded and 
incorporated in future event 
planning. 

Social media updated 

Acknowledgement to 
volunteers, participants and 
staff distributed. 

 

 

 

Act as Spiral’s representative 
in planning committees of 
regional events and expos 

 

 

Active role in the planning 
committees. 

Represent Spiral and its 
community in a positive 
light. 

Information is distributed to 
all stakeholders. 

Fundraising and media 
opportunities are identified 
and optimised. 

Resources coordinated, 
including running sheets, 
display materials and 
equipment. 

mailto:spiral@spiralinc.org.au


A: 122 Image Flat Rd Nambour Qld 
     PO Box 400 Nambour Qld 4560 
P: (07) 5476 2711 / F (07) 5476 2832 
E: spiral@spiralinc.org.au 
ABN: 32 196 643 593 
 

Post-event, provide 
feedback and suggestions 
for improvement captured 
from stakeholders and 
incorporated in future event 
planning. 

Social media updated. 

Acknowledgement to 
volunteers, participants and 
staff distributed. 

Support Spiral’s programs to 
be successfully delivered  

Promote internally and 
externally 

Provide promotional material, 
advice and necessary forms, 
flyers. 

Coordinate media releases 
and media opportunities as 
appropriate 

 

Workshops attract new 
participants. 

Workshop facilitators are 
provided with resources to 
effectively deliver services 
and special projects and 
events. 

Monitor the quality of all 
communication. 

Ensure compliance to 
Spiral’s policies and 
procedures and support 
Spiral’s Continuous 
Improvement Plan and 
quality service delivery 

 

Deliver, via newsletters and 
emails, information on 
Spiral’s activities, policies 
and information to 
participants and their 
community and Spiral 
workforce as planned. 

Actively monitor content of 
communication to align with 
Spiral’s values, mission and 
strategic goals. 

Support implementation of 
policies and procedures 
through record management 
and communication plans. 

 

 

Newsletters produced and 
distributed quarterly. 

Review policies and 
incorporate content, as 
applicable, into publications 
and communication 
methods. 

Be a key sponsor of Spiral’s 
values in public 
communications  

Take responsibility for 
policies and procedures 
directly related to the duties 
of this role 
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High level administrative 
support to General Manager 
and Leadership Team 

Assist with the delivery of 
Strategic and Operational 
priorities  

Undertake projects as 
directed, which could include: 

Assisting in ICT upgrade 
projects 

Complete internal audits of 
records 

Initiate and maintain record 
management procedures 

Update records in Spiral’s 
central systems 

Act of a member of 
emergency response team 

Assist in development of 
procedures for probity and 
compliance 

 

  

Communication and 
publications produced in a 
timely and accurate manner. 

Projects are supported with 
administrative assistance, 
and well communicated to 
necessary stakeholders. 

Internal audits and records 
management are completed 
and accurate. 

Update contact details as 
needed 

 

SafeWork Practices Ensure Spiral’s  WH&S and 
Risk Management policies 
are enacted and compliant 
including: 

Distribution of specific hazard 
reduction strategies, eg 
COVID Safe Plan on website 
and internal communications 

Monitor workplace for 
hazards and take remedial 
action 

Monitor incident and accident 
reporting. 

Spiral’s policies are 
reflected in any 
communication to Spiral’s 
community 

Act as an effective team 
member to ensure a safe 
workplace and environment 
for participants. 

Monitor published 
communications are 
accurate and update as 
necessary. 
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Monitor probity alerts and 
provide assistance if 
necessary. 

 

 

Position outcomes 

 

Spiral’s internal and external communications are integral to 
reflect and represent Spiral’s values to both internal and 
external stakeholders. 

This position is responsible for ensuring compliance to 
Spiral’s values and strategic objectives are reflected in all 
communications, along with a high-standard of 
presentation. 

Spiral involvement and engagement at events and functions 
is crucial and this role will be an active member of planning 
teams is essential. 

The high-level of administrative support will link all of 
Spiral’s programs and initiatives in communications. 

 

 

 

Skills, knowledge and 
qualification requirements 

Essential Skills, knowledge and qualifications: 

 Demonstrated and successful experience in maintaining records 

and data bases with confidentiality and privacy a key 

component 

 Extensive experience and ability in problem-solving, time 

management and coordinating resources 

 Strong inter-personal skills, written and oral, and proficient in 

the use of desktop publishing, webpage maintenance and other 

social media methods. 

 Capacity to undertake responsibility for specialised projects as 

requirements 

 Sound knowledge of procedural/operational methods of a 

service provision workplace 

 Working knowledge of statutory requirements relevant to 

disability service provision, in particular the NDIS Quality and 

Safeguard Framework 

 Ability to work under general supervision, and be a valued team 

member 

 A commitment to the values of person-centred service delivery 

 Sound knowledge of WH&S principles 
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Desirable Skills, knowledge and qualifications 

 

Associate Diploma with relevant experience, or relevant Certificate with 

experience to undertake the range of activities required in this position. 

 

 

Special conditions 

 

This position is offered on a short-term contract to cover the 
incumbent’s parental leave.  It is expected that the 
successful incumbent would commence mid-March and 
hold the position till the end of September 2021. 

Flexibility will be considered for hours worked to meet 
operational needs. For instance, planning and involvement 
in Spiral events may require higher hours than general 
duties. 
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Position agreement 

 

I have read, understand and agree to undertake the position as outlined in 
this position description.  

 

Position holder name  

 

 

Position holder signature  

 

 

Dated 
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