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Divisional Officer
Position Description

Directorate Office of the CEO Department Government and
External
Relations

Reports To Divisional Councillor Direct Reports No

Queensland Local Stream A - Division 2, City of Moreton Bay Schedule 1,

Government Industry Section 1 - Administrative, | Certified Agreement Level 6

. Award - State 2017 - clerical, technical, 2025 EBA6 Wage
Stream professional, community Level
. service, supervisory and
managerial services

Position Purpose

This position will provide strategic and operational support to elected representatives by engaging with
the community, monitoring local issues and emerging trends, coordinating communications and social
media activities, preparing briefings and information materials, and researching, analysing, and advising
on policy matters to support informed decision-making and effective community representation.

Key Responsibilities and Outcomes

As a Divisional Officer playing a key support role to Councill’s elected representatives you will:

e Assist the elected representatives to perform their responsibilities under the Local Government Act
2009

1 ¢ Provide high-quality strategic and operational support to effectively engage with constituents and

‘ stakeholders.

o Where required, provide high-level administrative support during periods of absence or increased
demand.

¢ Monitor and analyse community issues, public sentiment, media coverage, and emerging trends to
identify risks, opportunities, and matters requiring attention.

e Plan, coordinate, and deliver community engagement initiatives, including mobile offices, events,
forums, newsletters, and stakeholder communications.

e Develop and maintain effective relationships with community groups, industry stakeholders,
government agencies, and local networks.

e Manage and enhance digital communications channels, including social media platforms and
websites, ensuring content aligns with strategic objectives and community expectations.

e Develop, implement, and evaluate social media and communications strategies to increase
engagement and support key priorities.

e Create, schedule, and publish compelling content across multiple communication channels,
ensuring consistency of messaging and brand standards.

e Research social, economic, political, and industry trends to inform policy development, community
initiatives, and strategic decision-making.

e Prepare high-quality briefing papers, reports, correspondence, speeches, presentations, and
stakeholder communication materials.

e Undertake policy research and analysis, evaluate options, and provide evidence-based
recommendations to support policy development and continuous improvement.
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e Provide professional advice on complex strategic issues, community issues, policy matters, and
stakeholder concerns, supporting informed decision-making and effective representation.

o Assist in the delivery of strategic projects, programs, and initiatives aligned with organisational and
community priorities.

e Act at all times in accordance with legislative obligations, the Code of conduct for councillor
advisors in Queensland and council policies, including the councillors acceptable request
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Decision Making
Budget Not applicable
Delegations Delegations under the Local Government Act 2009 and as
directed and published in Council’'s Delegation Register

Knowledge & Experience

o Demonstrated experience in community engagement, stakeholder relations, communications,
policy, or advisory roles within government, public sector, or similar environments.

¢ Proven ability to build and maintain effective relationships with elected representatives, community
groups, government agencies, industry stakeholders, and the broader community.

| e Highly developed written and verbal communication skills, including the preparation of briefings,
reports, correspondence, presentations, and digital content.

e Experience developing and delivering community engagement and communications initiatives
across a range of channels, including social media and digital platforms.

e Strong research, analytical, and critical thinking skills, with the ability to assess complex issues,
identify emerging trends, and provide evidence-based recommendations.

¢ Ability to analyse, understand and convey complex information in a simplified form.

o Well-developed organisational and project coordination skills, with the ability to manage competing
priorities and meet deadlines in a dynamic environment.

¢ Demonstrated political awareness, sound judgement, and discretion when managing sensitive,
confidential, or contentious matters.

¢ Knowledge of, or the ability to quickly acquire knowledge of, local government legislation,
governance frameworks, Council policies, and the broader political and community environment.

Qualifications

e Degree qualification in Communications, Public Relations, Public Policy, Political Science,
Business, Community Development or other relevant field, or relevant experience.
e Current “C” Class Driver’s Licence.

Note: This position description reflects a summary of the key accountabilities of the position, it is not intended to be an all-
inclusive list of duties, steps and tasks. Leaders may direct team members to perform other duties at their discretion.
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