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Constituent Officer (EOA)
Alison Penfold MP, Member for Lyne
The office of ​Alison Penfold MP invites applications for a full-time ongoing ​Constituent Officer. 
The role is primarily based in the Lyne Electorate Office in ​Wauchope, NSW though flexibility is offered to work from the Taree Satellite Office two to three days per week. 
Position Overview 
This position will support the Parliamentarian as the electorate office first point of contact for constituents and visitors, including by telephone and welcome walk-ins. 
The Parliamentarian is seeking an enthusiastic individual with a strong customer service focus, empathy, attention to detail and highly developed administrative and interpersonal skills. 
The key duties of the position include but are not limited to: 
· Provide support to constituents, undertake representations to federal government agencies and prepare correspondence for the Member
· Assist with the preparation of electorate correspondence and communication, including:
· New elector letters
· Anniversary and birthday messages
· School engagement programs (School Leavers Pack/Graduation Certificates/Book Prizes)
· Seniors Guide
· Congratulations letters
· Campaign focussed responsibilities as directed, including phone canvassing, letter boxing and door knocking
· Collecting and sorting mail and maintaining office supply purchasing
· Help identify local issues for the Member that are currently impacting the electorate or have the potential to do so 
· Assist to plan and manage community events, engagement and public forums, some of which may require working on weekends and/or public holidays
· Assist with voter CRM management, including data entry and case file management
· Manage all EO office accounts payable to ensure prompt and timely payment
· Promote, support and maintain a safe, respectful and inclusive workplace culture
· Other tasks and duties as assigned by the MP or Office Manager
The ideal applicant should possess the following skills, qualifications, and experience:
Requirements
· Australian citizenship or permanent resident 
· Undertake a National Police History Check
· Abide by all office policies, procedures and administration processes
Qualifications and experience
· Previous experience working for a Member of Parliament, is highly desirable
· Previous office administration experience
· Previous experience responding in community engagement or support activities, including in social services, NDIS or aged care
· Demonstrated understanding of Australia’s system of government and parliamentary processes
Skills/capabilities
· Intermediate to advanced Microsoft Office skills
· High level oral and written communication skills, with strong attention to detail and an excellent customer service manner 
· Organised and able to meet deadlines, including under tight deadlines and with ability to prioritise work under pressure
· Good organisational skills and ability
· Ability to work self-directed, as well as part of a close-knit team
· Demonstrated professional integrity and the ability to exercise discretion and maintain confidentiality
Employment conditions: 
The position is offered under the Members of Parliament (Staff) Act 1984 and conditions are outlined in the Commonwealth Members of Parliament Staff Enterprise Agreement 2024-27 which include: 
· A commencing salary between $74,537 and $78,911 will be negotiated depending on experience and relevant skills. 
· An additional optional Electorate Support Allowance of between $4,642 and $9,289 may be considered in recognition of, and as compensation for, reasonable additional hours of work and any travel requirements.  
· Please note, the above salary and allowance are subject to a 3.4% pay increase on 5 August 2026.
· 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: 
· An initial probationary period of three months may 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 (maximum) cover letter outlining your interest in this position, and demonstrating your skills, capabilities, knowledge and experience.  
Applications close on: ​	Sunday, 14 June 2026 (Please note: Shortlisting and interviews may commence prior to the closing date)
Contact Officer:		Todd Lynch, Senior Adviser on (02) 6586 4462 or Todd.Lynch@aph.gov.au
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