
 

 

POSITION DESCRIPTION 
 

 Australian Broadcasting Corporation 

Label Description 

Position Title: FOI OFFICER 

Position no: 50068536 

Team: [Legal] 

Department: Rights Management 

Location:  Ultimo, Sydney 

Reports to: SENIOR FOI OFFICER 

50045711 

Classification: Administrative/Professional 

Schedule: [Schedule A] 

Roster cycle [Non-Rostered] 

Band/level: [Band 6] 

HR Endorsement: 12/06/2026 

Purpose 

Provide FOI support and undertake FOI request processing and compliance activities associated with 

the ABC’s obligations under the Freedom of Information Act (Cth) 1982 (the FOI Act).  

Key Accountabilities 

• Receive, assess and coordinate responses to FOI requests in line with legislative requirements 

and ABC policy, under limited direction. 

• Liaise with internal stakeholders to identify and collate relevant documents. 

• Apply exemptions and redactions under the FOI Act, ensuring compliance with legal and privacy 

obligations. 

• Prepare notices of decision, statements of reasons and correspondence to applicants for upward 

review. 

• Maintain accurate records of FOI matters using appropriate systems. 

• Provide timely advice to ABC staff on FOI procedures, obligations, and proactive disclosure 

requirements. 
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• Assist with Information Commissioner reviews, responding to complaints to the Office of the 

Australian Information Commissioner (OAIC), and relevant tribunal processes, as directed. 

• Contribute to training, awareness, and continuous improvement initiatives related to FOI and 

information access. 

• Support the development and implementation of policies, procedures and processes relating to 

FOI and information governance. 

• Work collaboratively with members of the FOI team and more broadly across the wider ABC. 

• Actively promote the ABC values and apply all relevant workplace policies and guidelines. 

• Cooperate with any reasonable instruction, procedure or policy relating to safety and take 

reasonable care for your own safety and that of other people who may be affected by your 

conduct while at work. Additional WHS responsibilities apply to Managers and Supervisors, Team 

Directors, and other Officers. 

Key Capabilities/Qualifications/Experience 

1. Relevant tertiary qualifications or demonstrated equivalent skills, knowledge and experience, 

ideally in FOI, legal, privacy, compliance or other regulatory environments.  

2. Excellent interpersonal and communication skills with the ability and willingness to work 

effectively and build mutually beneficial relationships with colleagues and stakeholders. 

3. Advanced ability to work effectively with limited direction in a collegiate team environment. 

4. Advanced administrative and organisational ability, including the ability to plan, prioritise and 

manage competing tasks and deadlines, applying initiative and close attention to detail.  

5. Advanced ability to undertake legal and other research, draft clear and accurate 

correspondence and reports to a high standard. 

6. The ability to apply established criteria and sound judgement to the management of high 

volume, complex information. 

7. Strong knowledge of the Commonwealth Freedom of Information Act. 

8. Proven ability to exercise sound judgement and analytical skills to make detail orientated and 

accurate decisions within defined parameters. 

9. Advanced skills in a broad range of computer-based technologies and PC applications. 

10. ABC Values: Demonstrated personal commitment to fostering an inclusive and respectful 

environment, grounded in integrity and aligned with the ABC Values of aiming high, thinking 

differently, taking ownership, and delivering together. 

11. ABC Policies: Understanding of the relevance and scope of ABC Policies and the ABC Values and 

a commitment to adhere to these; particularly in relation to complying with health, safety and 

wellbeing requirements in the workplace and acting in accordance with the ABC Values. 

12. Diversity and Inclusion: Ability to communicate effectively and build relationships with people 

from a range of diverse backgrounds.  

   
www.abc.net.au/careers 

http://australianbroadcastingcorporation.cmail20.com/t/d-i-dtjtuly-l-n/

