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Grants and Business Officer – (EOB)
Dr Sophie Scamps MP
Member for Mackellar
The office of Dr Sophie Scamps MP is seeking applications for a part time​, non-ongoing Grants and Business Officer based in the Mackellar Electorate Office in Narrabeen, NSW. 
This contract is for 12 months, with the opportunity for extension.
Position Overview
The Grants and Business Officer is responsible for the strategic oversight and day-to-day management of the electorate office's grants and business relationships. This three-day role includes identifying and promoting grant opportunities, including business grants, for community organisations and businesses across the Mackellar electorate. This role requires a high degree of professionalism, integrity, discretion and adaptability. 

The key duties of the position include but are not limited to:

Grants Management
· Monitor, identify and promote Federal Government grant opportunities relevant to community organisations, businesses, schools, sporting clubs and other eligible groups within the Mackellar electorate.
· Build and maintain proactive relationships with community organisations, local businesses and constituents regarding grant opportunities and successful funding outcomes.
· Identify opportunities for community engagement and recognition of grant recipients in collaboration with the Engagement Team, Advisers and Media Adviser.
· Deliver training and workshops on how to locate and apply for government grants.

Business Management
· Conduct outreach including cold calling and in-person visits to raise awareness of Sophie’s policies on small businesses and government support.
· Develop strong relationships with Mackellar small business community, including Chambers of Commerce and individual businesses.
· Draft and distribute a quarterly business-focused newsletter.
· Explore opportunities for businesses to represent the MP at local business networking events and forums.
· Plan, coordinate, and host local business events that promote available services and the MP’s engagement with the business sector.
· Local travel, with irregular work hours including some weekends may be required for this role.

The ideal applicant will possess the following skills, qualifications, and experience:
· Ability to work as part of a team and to engage and communicate with a broad range of people.
· Excellent oral and written communication skills with attention to detail.
· Well-developed IT skills including word processing, spreadsheets and database management.
· Excellent organisational and time management skills, with the ability to prioritise and manage multiple and competing work tasks in a fast-paced working environment.
· An understanding of Australia’s system of government and parliamentary processes.
· Provide ad-hoc support to the MP and office team as needed.

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 $93,599 and $114,454 FTE pro-rata will be negotiated depending on experience and relevant skills.
· An employer superannuation contribution of 15.4% will be payable.

Applicants should note the following:
· An initial probationary period of three months will apply 
· 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.

Next Steps

To submit your application please click 'Apply Now'

Applications close:  5:00 PM AEDT, 26 November 2026

Contact Officer: sarah.whyte@aph.gov.au using the subject line: Grants and Business Officer enquiry via EthicalJobs (02) 9913 9566
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