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Job Opportunity – Electorate Office of Angie Bell MP 
Diary and Campaign Operations Manager EOB 

Location – Gold Coast, QLD
Position Type – Full time, ongoing, starting date flexible
Location – Gold Coast
Classification – Electorate Officer B

The office of Angie Bell MP, Federal Member for Moncrieff, Shadow Minister for the Arts, Sport & Youth invite applications for a full-time ongoing role as the Diary and Campaign Operations Manager (Electorate Officer B). This position is based in the Parliamentarian’s Electorate Office in the Gold Coast, QLD.
We are looking for a committed person to join our electorate office.  You will be an integral part of our small team. 
Key responsibilities of the role are:
Diary
· Manage Member’s diary, including parliamentary, electorate and portfolio travel.
· Book travel requirements for the Member including flights, accommodation, COMCAR, etc.
· Process Member’s travel and associated claims through PEMS.
· Assist, where needed, with event coordination including community forums, roundtables and public meetings.
· Manage Member’s personal expenses.
· Update Member’s Register of Interests.
Campaign
· Coordinate day-to-day campaign operations, including roadsides, recruit volunteers, prepoll and polling day rosters.
· Liaise with party officials.
· Assist Media Adviser with local fighting for and other campaign activities.
· Oversee campaign budget.
· Oversee campaign events, campaign launch, electorate night event, booth captains meeting and volunteer training sessions, phone canvassing and doorknocking.
· Ensure campaign activities comply with relevant electoral laws and party guidelines.
· Other campaign duties as required.
The ideal applicant should possess the following skills, qualifications and experience:
· Self-motivated and able to work under pressure, to tight deadlines and with limited supervision.
· Ability to engage and communicate effectively.
· Ability to work as part of a team.
· Excellent oral and written communication skills with attention to detail.
· Well-developed IT skills including word processing, spreadsheets and databases.
· Excellent organisational and time management skills, with the ability to prioritise and manage multiple and competing work tasks in a fast-paced environment.

Employment Conditions:

The position is offered under the Members of Parliament (Staff) Act 1984 with conditions as outlined in the Commonwealth Members of Parliament Staff Enterprise Agreement 2024-2027 which include:

· A commencing salary with the range of $76,910 to $89,793 to be negotiated depending on experience and relevant skills. 
· An additional electorate staff allowance may be considered in recognition of, and as compensation for, reasonable additional hours of work.
· Relocation assistance, studies assistance and paid study leave may also be available (subject to eligibility requirements). 
· An employer superannuation contribution of 15.4% will be payable. 
Applicants should note the following:
· A probationary period of three months will apply and may be subject to extension.
· The successful applicant may be required to undergo a National Police History Check.
· Staff may be subject to automatic cessation triggers in accordance with Section 14 of the MOP(S) Act.
· The successful applicant will be required to comply with their obligations under the Behaviour Codes and Standards.
How to apply:
Submit a CV with the names of two referees and a one-page cover letter outlining your interest in this position and demonstrating your skills, capabilities and experience.  Submit applications to karen.embrey@aph.gov.au 

Applications close on Friday 29 May.  Contact Karen Embrey – karen.embrey@aph.gov.au or (07)5504 6000. 
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