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Community Engagement and Front of House Officer (Electorate Officer A)
Senator the Hon Bridget McKenzie
The office of Senator the Hon Bridget McKenzie is seeking applications for a full-time ongoing Community Engagement and Front of House Officer (Electorate Officer A), based in the electorate office in Wodonga, VIC​.  
Position Overview 
The office of Senator the Hon Bridget McKenzie is looking for a person with experience in customer service, community engagement or public service to be the first point of contact for constituents engaging with the Senator’s electorate office. The role is responsible for delivering a professional, respectful, and empathetic front-of-house service while supporting community engagement activities, and constituent casework intake, and electorate outreach.
The position plays a critical role in building trust between the Senator and the community by ensuring constituents feel heard, supported, and connected to Commonwealth services, parliamentary processes, and local engagement opportunities.
Travel within the electorate may be required regularly, with work often outside standard hours and on weekends in recognition of the dynamic nature of parliamentary and electorate office work.
The key duties of the position include but are not limited to: 
· Provide a welcoming, respectful front-of-house service consistent with parliamentary and ethical standards, as the primary point of contact for constituents attending or contacting the electorate office.
· Handle difficult or distressed constituents calmly and professionally, escalating matters where required.
· Maintain accurate records of constituent interactions (feedback) in line with privacy, confidentiality, and record-keeping requirements.
· Work with the Constituent Manager to receive, record and triage constituent contact and refer them appropriately to casework staff or advisers, including sensitive or complex matters.
· Assist with identifying local opportunities, projects and issues and support the planning and delivery of community engagement activities, including but not limited to community forums, school visits, stakeholder meetings, and electorate events in line with the strategic plan. 
· Professionally represent the Senator and electorate office with community organisations, local councils, schools, and not-for-profit groups.
· Assist with general electorate office administration, including correspondence, document preparation, data entry, filing, and workflow processes to ensure efficient service delivery.
· Comply with all parliamentary, workplace health and safety, and security requirements.
· Uphold confidentiality, impartiality, and professionalism at all times.
The ideal applicant should possess the following skills, qualifications, and experience:
· Relevant experience in customer service, community engagement, administration, or public service (formal qualifications desirable but not essential).
· Strong interpersonal and communication skills, with the ability to engage respectfully with people from diverse backgrounds, and remain calm and resilient under pressure. 
· High level of professionalism, discretion, and integrity, particularly when handling sensitive information (ability to maintain confidentiality and privacy is non-negotiable).
· Sound judgement and ability to triage issues appropriately, to manage competing priorities in a fast-paced, public-facing environment.
· Team-oriented with a strong commitment to public service and a willingness to support colleagues and the Senator as required.
· Strong organisational and administrative skills, including attention to detail.
· Experience supporting community events or stakeholder engagement.
· Experience working in a government, political, parliamentary, or community-based organisation, or familiarity with government services and referral pathways is desirable.
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 allowance may be considered in recognition of, and as compensation for, reasonable additional hours of work and any travel requirements.  
· 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 to: Senator.mckenzie@aph.gov.au
Applications close Sunday, 12 July 2026​  
Contact Officer: 	Simon Price 0455 191 517
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