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Community Support Officer (EOA)

Hon Milton Dick MP
Federal Member for Oxley
Speaker of the House of Representatives

The office of Hon Milton Dick MOP is seeking applications for a full-time ongoing Community Support Officer (EOA), based in the Oxley ​Electorate Office in Richlands QLD. 

The Community Support Officer assists in delivering high‑quality engagement activities across the electorate. This role provides essential support to the Member, helping to implement community outreach strategies, coordinate events, and maintain key electorate programs. The position requires strong communication skills, excellent attention to detail, and the ability to work both independently and as part of a small, fast‑paced team.

About the Role
The Community Support Officer plays a hands‑on role in delivering community engagement initiatives, supporting events, and ensuring the smooth operation of key electorate programs. This includes assisting with the production and distribution of the member’s electorate correspondence, certificates, maintaining electorate presence, and responding to constituent enquiries, with a particular focus on immigration related matters, including visa issues, departmental delays, and case escalations.

The role also contributes to campaign coordination, community outreach, and media support at events. The successful candidate will be proactive, organised, and committed to providing high‑quality service to constituents and community organisations.

Key Responsibilities
· Identifying, engaging, and building strong relationships with community organisations. 
· Helping to plan and manage events and engagement opportunities for the Member and the community. 
· Print and lodge mail‑outs, newsletters, certificates and other printed collateral.
· Attend and support community events with the Member, including assisting with social media content capture.
· Respond to constituent enquiries – primarily immigration related enquires (in‑person, phone, and email), researching solutions and liaising with government agencies and stakeholders to ensure timely resolution.
· Maintain accurate records, data entry, and administrative documentation.
· Work independently and collaboratively within the team, upholding the office’s values.
· Promote, support and maintain a safe, respectful and inclusive workplace culture.
· Work outside standard business hours when necessary to support community events and office activities.
· Other duties as required to support the Parliamentarian and the effective operation of the Electorate Office.

Skills and Experience
· Excellent communication skills, with the ability to accurately track, follow up, and follow through on community enquiries.
· Demonstrated photography and video skills.
· Ability to work autonomously and as part of a team, managing time effectively under tight deadlines.
· Demonstrated professional integrity and the ability to exercise discretion and maintain confidentiality.
· Intermediate IT skills, including experience with Microsoft 365 and Excel.
· Prior political experience is preferred but not essential; however, an interest in and understanding of the local political environment is required.
· A respectful demeanour when engaging with office staff and constituents

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 $78,911 (this will increase to $79,525 and $81,594 from 5 August 2026) will be negotiated based on experience and relevant skills.
· An additional optional allowance may be considered in recognition of, and as compensation for, reasonable additional hours of work.
· An employer superannuation contribution of 15.4%.

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   
Applications should be forwarded Sheriden.Hall@aph.gov.au and include a short covering letter addressing your interest in the position and your key skills and experience, and a CV with the names of two referees.

Applications close on Sunday 2 August 2026
For further information, please contact Sheriden Hall on Sheriden.Hall@aph.gov.au or (07) 3879 6440
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