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	Position Title
	Policy Writer
	Location
	BayCISS Hampton East

	Position Type
	Volunteer (3-6 months)
	Hours per week
	6

	Reports To
	Manager
	Classification
	NA

	ABOUT THE ORGANISATION

	Bayside Community Information and Support Service (BayCISS) is a not for profit organisation based in the Bayside and Kingston area providing support, advocacy, referral and information including counselling and case work, to vulnerable and low income community members.  The Castlefield location operates as a Community Centre providing occasional child care and community programs dependent on need.

We aim to provide services and programs designed for assistance, participation, development, learning and enjoyment.  

We are:
· Impartial – we are non-judgemental, flexible and supportive
· Accessible – we are available for people to offer support
· Respectful – we are respectful and listen to others
· Collaborative – we work with and develop local partnerships

	KEY FUNCTION

	The Policy Writer is responsible for the drafting, development, proof reading, editing and coordination of all organisational policies for both sites.  The role will also include the compilation and updating of the organisation’s Policy and Procedure Manual.   The necessity to practice, understand and maintain organisational values and mission specifically in regard to privacy and confidentiality is essential.

	KEY RESPONSBILITIES

	Policy Development

· Identify and source policy documents relevant to our work and organisation from external sources including peak body and legislative organisations
· Under the guidance of the Manager, draft required policies as identified by the organisation
· Develop and update the organisation’s Policy & Procedure Manual
· Construct policies under organisational template and agreed style guide
· Provide advice and recommendations in regard to policy development as required

	KEY RELATIONSHIPS

	INTERNAL
	Manager, staff, volunteers

	EXTERNAL
	Service users, agency visitors and callers




	QUALIFICATIONS AND SKILLS

	DESIRABLE




	· Successful completion of a Bachelor or equivalent degree in relevant discipline
· Highly developed policy and procedure writing and editing skills
· Ability to research key legislation, policies and procedures
· Experience working with the community sector
· Demonstrated ability to work within and manage timelines
· Understanding of Occupational Health & Safety practices
· Capacity to work autonomously and in a team environment
· Consultation skills and ability to manage constructive feedback
· Demonstrated skill in Microsoft Suite applications
· Policy writing within the community sector would be highly desirable
· Satisfactory completion of a National Police Check

	KEY PERFORMANCE INDICATORS

	There are no key performance indicators measured against this role, however it is an expectation that the role successfully completes the Policy and Procedure manual to a high standard.
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