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ROLE DESCRIPTION 

Communications Officer 
    
Role number I_007 Version 2026.1 
Drafted by Stavroola Anderson Approved 23/01/2026 
Responsible officer Communications Officer Scheduled review 31/01/2028 

Eligibility  
• MUST be: 

• Aged 18 years or over. 
• A current member of the association. 

• Must NOT: 
• Have held the same office for two consecutive terms immediately prior to nomination for office. 
• Concurrently hold any other position on the Executive Committee or Advisory Council. 

• IDEALLY will be: 
• Currently familiar with or willing to develop understanding of legislation and processes relating to 

privacy and intellectual property, specifically as these apply to incorporated associations. 
• Currently familiar with or willing to develop understanding and skills in maximising effective use of 

Microsoft 365 applications, WordPress, Zoho applications, and other technology relevant to 
effective communication between the association and members, stakeholders, and the public. 

• Potentially useful experience/ skills/ attributes: 
• Active engagement with individuals and agencies involved in the provision of education within 

secure justice settings. 
• Access to academic publications, agency reports and other literature relating to the provision of 

education within secure justice settings.  
• Ability to develop, maintain and communicate clear schedules, and complete tasks in line with 

established deadlines. 
• Knowledge of and experience in managing and producing a range of written, visual and/ or audio-

visual communication and information sources. 
• Knowledge of and experience in developing and maintaining large mailing lists. 

Essential Duties  
• Manage procedures, tasks and documentation relating to the scheduling, production and distribution 

of the association newsletter 
• Manage procedures, tasks and documentation relating to the scheduling of, preparation for, and 

effective delivery of the association webinar series. 
• Manage procedures, tasks and documentation relating to the scheduling of, preparation for, and 

effective conducting of approved information sharing and discussion sessions of the association. 
• Manage procedures, tasks and documentation relating to the association mailing list, approved email 

communication with the association mailing list, and approved information provision via the 
association website. 

Additional Responsibilities 
• If directed by the Executive Committee, act as a signatory for specified formal agreements of the 

association. 
• If directed by the Executive Committee, act as a convenor and chairperson for specified sub-

committee/s, working groups and/ or interest groups. 
• If directed by the Executive Committee, coordinate review and implementation of association policy 

and procedures relating to essential duties of the office, including (but not limited to): 
• Communication. 
• Privacy. 
• Intellectual Property. 

SEE ALSO Executive Committee Role Description. 


