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Content and Engagement Officer
	Overview

	Business Area
	Business Resilience & Quality

	Team
	Quality, Safety & Risk

	Position Classification
	Social, Community, Home Care and Disability Services Award, Social & Community Services Level 4

	Number of direct reports
	N/A

	Immediate Manager
	Executive Manager Resilience & Quality

	Manager-one-removed
	Chief Executive Officer

	
	

	
	

	[bookmark: _Hlk177764187]About CTST

	At CTST, our commitment is to provide affordable services to support people to live well and connect with their community.
The needs and experience of each individual consumer is our primary focus when making decisions about their services and the safety and wellbeing of our people and our consumers is our priority. We are cooperative and collaborative because we believe that collective impact gets the best result and we show our respect for our consumers, our people, and our partners by striving for the highest professional standards in everything we do. 
We are committed to being good corporate partners and show respect of our community and the environment.

	Role purpose

	The Content and Engagement Officer supports the development and delivery of CTST’s content creation and engagement activities. This role focuses on creating inclusive, accessible, and engaging content across digital and print platforms to support community awareness, volunteer engagement, and internal communication. The role is suited to a content creation professional with demonstrated experience in content creation, digital engagement, and stakeholder communication and engagement.
Reporting to the Executive Manager Resilience & Quality, the incumbent will work collaboratively with key stakeholders internally and externally to ensure the provision of high quality content and to support the QSR Team in bringing quality standards to life within the business.  
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	Legislative Knowledge and Understanding

	· [bookmark: _Hlk100785607]Fair Work Act 2009
· Aged Care Act 2024
· Aged Care Quality Standards 
· Privacy Act 1998 
· Personal Information Protection Act 2004
· Anti-Discrimination Act 1998
· National Disability Insurance Scheme Act 2013
· Workers Rehabilitation and Compensation Act Tasmania 1988
	· Workplace Health and Safety Act Regulations 2011
· Poisons Regulations 2018 
· Relevant Industrial Awards and Agreements
· Public Transport Operator Accreditation Regulations


	[bookmark: _Hlk86902606]Role Accountabilities  

	Content Creation and Storytelling
· Write and edit content for social media, newsletters, websites, and print materials
· Develop human-interest stories that reflect the impact of CTST
· Create visual content using tools such as Canva or Adobe Express
· Support the development of video and photo content for campaigns and events

Digital Engagement
· Assist with managing social media accounts and scheduling content
· Monitor engagement and support timely responses to community interactions
· Coordinate suppliers for maintenance and updates to website content as appropriate
· Track analytics on digital performance and adjust content/campaigns as necessary
· Prepare reports as required
· Any other duties as required and within the general scope of responsibilities of this position

Community Engagement Support
· Maintain content calendars and assist with scheduling
· Ensure content aligns with brand and accessibility standards
· Support internal communications and administrative tasks as required
· Coordinate volunteer recruitment activities and campaigns
· Attend external expos, community events, and stakeholder meetings as a representative of CTST
· Present at external forums to promote CTST’s services, values, and community impact
· Build and maintain positive relationships with community partners and stakeholders through active engagement and representation

General Communications Support
· Maintain content calendars and assist with scheduling
· Ensure content aligns with brand and accessibility standards
· Support internal communications and administrative tasks as required
· Maintaining accurate contact and distribution lists

	Health, Safety & Wellbeing
· Actively promote and adhere to all CTST health, safety and wellbeing policies and procedures 
· Contribute to a safe workplace through a demonstrated commitment to safety improvements
· Report all safety risks, incidents, and hazards in a timely manner
· Actively promote a positive approach in the workplace to enhance health and wellbeing
· Promote health, safety and wellbeing through thoughtful, respectful, and supportive content that reflects CTST’s values and commitment to community care. 



Health, Safety & Wellbeing cont….
· Ensure all content and engagement materials meet CTST’s quality and safety standards, including compliance with accessibility, privacy, and regulatory requirements. 
· Support continuous improvement by identifying opportunities to enhance the clarity, accuracy, and safety of communications and engagement strategies.
Compliance
· Maintain an up-to–date knowledge of legislative and regulatory compliance to ensure that requirements are met, and identify any emerging issues of significance to the organisation  
· Ensure CTST’s ongoing compliance with Aged Care Quality & Safety Commission, NDIS Practice Standards, Passenger Transport Accreditation Authority, and other essential quality standards
· Always ensure that the highest standards of privacy and confidentiality are maintained 
· Ensure compliance with all relevant legislation, organisational policies, and industry standards in the creation and distribution of content and engagement materials.









	Attributes that will help you succeed

	ESSENTIAL 
Technical Qualifications 
· Tertiary qualifications in Communications, Marketing, Media, or related field (or working towards)

Knowledge, Skills and Experience
· Demonstrated experience (ideally 3 years) in a communications, marketing, or content creation role within a medium-sized organisation or similar environment. 
· Ability to apply communication strategies across a range of platforms including print, digital, web, and social media. 
· Strong written and verbal communication skills, with the ability to produce clear, engaging, and audience-appropriate content. Competence in using digital tools and platforms relevant to communications and content management. Working knowledge of marketing tools, analytics platforms, and content management systems (e.g. WordPress, Mailchimp, Canva). 
· Understanding of accessibility and inclusive language principles 
· Good organisational and time management skills, with the ability to manage multiple tasks and meet deadlines. 
· Ability to work independently and take initiative, while also contributing effectively as part of a team. 
· Attention to detail and commitment to producing high-quality, accurate work. 
· Problem-solving skills and adaptability in responding to changing priorities or requirements. 
· Strong interpersonal skills and the ability to build positive working relationships with internal and external stakeholders.
DESIRABLE
· Experience in a not-for-profit or community-focused organization
· Photography or video editing skills

Licences/Other Requirements
· Provision of a National Police certificate that meets the suitability requirements for unsupervised work in accordance with the Aged Care Act/ NDIS Act
· Must hold a current driver’s licence 
· Must hold a current registration to work with vulnerable people 
· Must be an Australian Resident or hold an Australian Working VISA
· Intrastate travel may be required
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