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Queenslanders with Disability Network Ltd (QDN)

POSITION DESCRIPTION
POSITION TITLE:
Project Support Officer – Power of Peers.
CLASSIFICATION:
Social, Community, Home Care and Disability Services Industry Award 2010 – Social and Community Services Employee, Level 3.1 
HOURS: 
38 hours per week
TOTAL 

REMUNERATION: 
$73,795.28 per annum (Pro-Rata if applicable), plus 11.5% Superannuation, with available salary sacrifice option. Level 3.1 Social, Community, Home Care and Disability Services Industry Award 2010
LOCATION:
Brisbane – local travel as required

About Queenslanders with Disability Network Ltd (QDN)
QDN has been making a difference to the lives of people with disability for over 20 years. We are a human right based, membership representative body of over 2500 people with a disability and their supporters. Our vision is that people with disability are active and valued citizens of Queensland. Our mission is to empower people with disability to be fully included as citizens in the social and economic life of the community. Our motto is ‘Nothing about us, Without us’.
QDN’s work is centred around a strong state-wide network of people with disability across Queensland, to inform, connect, lead, and influence change to deliver an inclusive Queensland community.

QDN exists to:

· promote and maintain active, vibrant networks that inform our work.
· let people know about the lives of people with disability and how to best talk with us.
· influence governments and others to bring about full and equal participation and citizenship, and

· grow an independently sustainable, effective and accountable organisation that reflects our values, vision and mission.

BACKGROUND

The Project Support Officer – Power of Peers is responsible for project support and administration in the Power of Peers project that works with people with disability, community and key stakeholders. This project supports local peer support groups across the state that are led by people with disability for people with disability, Peer Leader and Emerging Leader programs, to grow QDN’s state-wide member network, and undertake relevant project implementation.

About the role  
The Project Support Officer – Power of Peers reports directly to the Engagement Lead and has no line-management responsibilities.

This role works as part of a team where interdependencies and collaboration with colleagues, in particular the Engagement Officer and Project Officer roles within the Power of Peers Team.  The Project Support Officer will also work closely with QDN members and internal and external stakeholders under the direction of the Engagement Lead which is critical to the successful delivery of projects, services and activities.

The appointee is accountable for providing project support and administrative activities as part of the Power of Peers Project and members of QDN as required.  This role is a critical point of contact for members, Peer Leaders, Emerging Leaders, Group Conveners and stakeholders on behalf of QDN and the Power of Peers Team and is responsible for defined deliverables across project support, administrative functions and tasks.

The appointee will work within the requirements of relevant legislation including the Queensland Human Rights Act, and QDN’s Quality System, demonstrate commitment to continuous improvement and contribute to internal and external auditing processes as required under ISO9001.

What will you do in the role? 
Fulfil this role in accordance with QDN’s policies and procedures, and:

1. Support project activities and administration for Power of the Peers Project benefitting people with disability and other stakeholders, including meetings, workshops, and other resource development. This includes completing accounts forms, arranging catering, sending invitations, booking venues, tracking RSVP’s, and liaising with members and stakeholders as required.

2. Successfully engage with key stakeholders in the delivery of the project including meeting support, contact points for peer leaders, emerging leaders and group convenors etc. 
3. Monitor and respond to communication channels for the Power of Peers project including emails, social media, written correspondence. 
4. Provide project support around key tasks and activities essential for delivery including venue and catering bookings, set up support for meetings and events both in person and online, calendar and diary management, administration support for organisational requirements including travel, meetings, project tasks, finance. 
5. Ongoing input in the format, content, processes and resources of the organisation’s activities where required. 
6. Perform other duties as required by your Manager, General Manager, or CEO.

What will you bring to the role? 

· High level of knowledge and awareness things that are important in the lives of people with disability. 

· Demonstrated experience supporting and administration of tasks in the delivery of projects including managing to time, developing key project deliverables under the direction of a Project Lead.

· Effective engagements skills across a broad range of consumer, community, and government stakeholders; with engagement experience in the disability, health or human services areas that enable you to build relationships and communicate with influence.
· Experience working with Microsoft 365 and other software applications.
· The ability to comply with relevant State and Commonwealth legislation and frameworks including Work Health and Safety requirements, QDN’s processes, NDIS Quality and Safeguards and Queensland Human Rights Act.

· Demonstrated communication and interpersonal skills, with the ability to:

· build and maintain effective working relationships.
· effectively communicate information and ideas and work cooperatively with others

· work as part of a team in a complex and changing environment, and ability to manage competing demands within limited timeframes.
· We deeply value lived experience. People with disability, or family connections of people with disability are strongly encouraged to apply.

QUALIFICATIONS 
Qualifications and/or relevant experience in the areas of project support and office administration are required.
REMUNERATION AND CONDITIONS

The position is an office-based position in Brisbane CBD.

QDN operates under the Social, Community, Home Care and Disability Services Industry Award 2010 and the position is paid as a Social and Community Services Employee, Level 3.1, for a 38-hour work week from 9:00am to 5.00pm.
PRE-EMPLOYMENT SCREENING

The ability to gain a cleared National Police History Check and possess a current Queensland Driver’s Licence.

The appointee must ensure that they hold and keep current the required registration to perform in the role (e.g. yellow card, AHPRA, driver’s licence) and advise QDN of any change in circumstances that may impact on the continuation of registration or licence.

PERFORMANCE APPRAISAL PROCESS

A probation period of six months applies. Your manager will provide performance feedback at three months, as part of the process of probationary review. Performance appraisal will apply as per QDN Quality Management System.

