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POSITION DESCRIPTION 

Position Senior Policy Officer – Dhelk Dja 
Koori Caucus Secretariat 

Position Number P10800 

Reports to Manager – Policy & Secretariats Direct Reports Nil 

Status Fixed Term - 12 Months Time Fraction Full time – 38 hours  

Award SCHADS Level 6 Location VACCA Head Office - Preston 
with Hybrid Options Available  

OUR VISION 

Our footprint will be informed by Aboriginal self-determination and grounded in culture, with our 

voices and actions guiding the fires of change. 

OUR PURPOSE 

Grounded in Cultural Therapeutic Ways, we commit to Heal, Connect and Protect Aboriginal 

children, families and community; informed by culture, trauma and self-determination to bring 

about generational change. 

POSITION SUMMARY 

The Dhelk Dja Koori Caucus Secretariat supports the Dhelk Dja Koori Caucus, largely through direct 

engagement with the Koori Caucus Chairs and Regional Coordinators. With Senior Policy Officer 

capabilities, the Secretariat ensures effective communication and administrative functions, to support 

the Dhelk Dja Koori Caucus on issues relating to family violence and the Dhelk Dja: Safe Our Way – Strong 

Culture, Strong Peoples, Strong Families 10 Year Agreement. This will include the development of 

position papers and issues briefs under Caucus’ guidance and direction. 

The position reports directly to the Manager Policy & Secretariats, who supports the Secretariat to 

advise the Caucus and administer its meetings and workplan. 
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KEY RELATIONSHIPS 

Internal:  Office of CEO including the Policy Team, Director, CEO, Family Violence Initiatives Team 

and other members of the Leadership Group and other staff and managers as required. 

External:  Dhelk Dja Chairs and members, Aboriginal community-controlled organisations 

(ACCOs), Government agencies, non-government organisations 

KEY SELECTION CRITERIA  

ESSENTIAL 

- Demonstrated awareness and appreciation of Aboriginal societies and cultures, and commitment 

to continually build knowledge of such, along with a high level of awareness of the key issues which 

impact Aboriginal communities, particularly family, sexual violence and racism   

- Demonstrated awareness and appreciation of Aboriginal societies and cultures, and commitment 

to continually build knowledge of such 

- Effective communication with Aboriginal community and stakeholders, and ability to communicate 

sensitively and about sensitive matters whilst demonstrating empathy and ensuring a culturally 

safe approach consistently   

- Demonstrated ability to manage the administrative functions of a Secretariat like managing 

meetings, action records and briefing Chairs/Presenters 

- Proficiency with MS Office Software (particularly MS Word, Outlook, Teams) 

- Analytical and writing skills, including knowledge translation 

- Ability to work autonomously in the planning and prioriting of work tasks and projects with 

considered self-awareness and approaches to contribute constructively and consciously  

DESIRABLE 

- A tertiary qualification in a relevant subject such as social science, public policy, social work, etc. 

REQUIREMENTS 

- Substantial experience in policy or project roles in the ACCO sector (or comparable role in 

Government or other NGO), preferably with experience in the family violence sector. 

- You must have and continue to hold a full Victorian Driver’s Licence, a current employment Working 

with Children Check card and a clear National Police Check. 
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POSITION ACCOUNTABILITIES 

KEY RESPONSIBILITIES 

- Provide authoritative and expert advice, reasoned recommendations and innovative solutions to 

complex and sensitive issues based on comprehensive research to the Dhelk Dja Koori Caucus.  

- Develop policy positions that meet Dhelk Dja Koori Caucus objectives within resourcing, timeline and 

budget parameters. 

- Monitor and report on high priority issues, risks and trends including  preparing and presentation of  

reports, briefings, parliamentary and agency submissions. 

- Establish and maintain effective working relationships with the Dhelk Dja Koori Caucus and facilitate 

the flow of information across the Dhelk Dja Koori Caucus, Dhelk Dja Partnership Forum and with key 

stakeholders including Family Safety Victoria. 

- Maintain an understanding of Commonwealth and State legislative and policy reform directions to 

influence policy development. 

- Keep accurate and complete records of your work activities in accordance with recording keeping 

requirements and the employer’s records, information security and privacy policies and requirements. 

RELATIONSHIP MANAGEMENT 

- Build relationships at all levels, foster harmony through conflict resolution, create beneficial 

- partnerships across various areas, establish trust through consistent actions and communication. 

HEALTH, SAFETY & WELLBEING 

- Ensure compliance with the OH&S Act and VACCA policies.   

- Contribute positively and proactively to team and organisation wide OH&S activities. 

QUALITY & CONTINUOUS IMPROVEMENT  

- Ensure compliance with legislation, contract and policy requirements in your day-to-day work to meet 

the organisation’s audit, contract and registration obligations. 

- Proactively apply your specialist knowledge in the review and maintenance of policies, systems and 

processes. 

- Continue the development of a culturally strong and positive working environment using a continuous 

improvement approach. 



 

© VACCA    Position Description Template                 Document Sponsor: HR Manager  

Created July 2022   To be reviewed: July 2023                          Page 4 of 4 

 

 

 

 

 

ADDITIONAL INFORMATION 

We are committed to Aboriginal self-determination and supporting strong, safe, thriving Aboriginal 

communities and aim to ensure every individual is treated with dignity, honouring all cultural 

backgrounds, abilities, ethnicities, sexual orientations, gender identities and spiritual beliefs. 

VACCA is a child-safe organisation and is committed to ensuring the safety and wellbeing of children 

and young people with zero tolerance for child abuse. All successful applicants will be required to 

undertake a National Police Record Check and Working with Children Check prior to commencement of 

employment and periodically following commencement. 

VACCA is an equal opportunity employer and has a smoke-free workplace policy.  

VACCA is committed to reducing the impact and experiences of family violence for all community 
members by aligning to the Victorian Multi-Agency Risk Assessment and Management (MARAM) and 
Family Violence Information Sharing (FVISS) frameworks. All successful applicants will be required to 
complete foundational family violence and information sharing training. 

This position is designated under the Multiagency Risk Assessment and Management framework 
(MARAM) Comprehensive (Tier 1) level which requires mandated MARAM Family Violence 
Comprehensive Risk Assessment training and responsibilities.  

 

 


