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Office Manager & Parliamentary Officer (Electorate Officer B)
The Hon Barnaby Joyce MP – Member for New England
The office of ​ The Hon Barnaby Joyce MP, Member for New England is seeking applications for a ​full-time ongoing ​Office Manager & Parliamentary Officer, based in Tamworth, NSW or Canberra, ACT.

Position Overview 
The Office Manager & Parliamentary Officer will manage the logistical operations of the office and assist with the management of the Member’s diary and schedule.

This position requires the delivery of policy research and development, a strong understanding of Parliamentary process and the ability to provide advice and assistance to the Member. 

Office Management & Parliamentary Support Duties:
· Establish and maintain efficient, robust and consistent office processes, procedures, systems and practices to support the effective running of the Member’s electorate offices.
· Provide direct support and work collaboratively with other members of the Management Team to facilitate the effective operations of the office.
· Ensure the Member has timely access to material to support the full range of Parliamentary business.
· Support parliamentary processes during sitting weeks.
· Monitor Parliamentary business and ensure the Member has access to accurate and concise policy briefings on the matters before the House.
· Research issues of the day and bring to the Member’s attention in relation to the Member’s strategic direction.
· Monitor legislative instruments for opportunities to promote both the Member’s and the Party’s agenda.
· Oversee budget management including reconciliations, electoral accounts and entitlements, and travel for all electoral staff. 
· Provide support to the Finance Manager in relation to all finance associated matters.
· Establish and maintain effective working relationships across Parliamentary offices, key stakeholders, government departments, ministerial offices and constituents. 
· Liaise with other One Nation Office Managers and Electorate staff on processes and issues across the offices.
· Support the Member and the office with other tasks and duties as required. 

The ideal applicant should possess the following skills, qualifications, and experience: 
· An understanding of Australia’s system of government and parliamentary processes.
· Demonstrated professional integrity and the ability to exercise discretion and maintain confidentiality. 
· Strong verbal and written communication skills with meticulous attention to detail.
· Outstanding organisational and time management skills, with the ability to prioritise and manage multiple and competing work tasks to deliver to agreed deadlines.
· Support and maintain a safe, respectful and inclusive workplace culture.

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 $76,910 and $89,793 will be negotiated depending on experience and relevant skills. 
· An additional optional allowance of up to $11,610 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. 
· Regular interstate and Canberra travel may be required for this role, with occasional irregular work hours, particularly during parliamentary sitting weeks.
· 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, demonstrating your skills, capabilities, knowledge and experience.  

Applications close on ​	Friday, 26 June 2026

Contact Officer		ryan.burton-ree@aph.gov.au or 0436 807 792 
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