
 

 
 
Workforce Development and Research Officer 
 

• Evidence-informed, leading-edge peak association improving the health of the 
ACT community 

• Workforce development and research focus 

• 2-year contract to September 2023 (with the possibility of extension) 

• Kaleen location, free parking available 

• Full time position preferable 

• Competitive salary including flexible working conditions 
 
Join the ATODA Team 
 
The Alcohol Tobacco & Other Drug Association ACT (ATODA) is looking for a highly skilled 
Workforce Development and Research Officer to join their Canberra team. The role will 
see the successful candidate work in close partnership with the Senior Researcher and 
Project Manager with the support of the ATODA team.  
 
The role is diverse and varied with the candidate leading ATODA’s workforce development 
projects and providing research support and leadership relating to various alcohol, tobacco 
and other drug (ATOD) focused activities. 
 
ATODA is a small cohesive team looking to preserve and enhance a productive and 
supportive culture. This is an excellent opportunity for exposure and experience in working 
for a community organisation committed to social justice and health equity. 
 
The organisation 
 
ATODA is the peak body representing and supporting the non-government and government 
ATOD sector in the Australian Capital Territory (ACT). ATODA's vision is a healthy, well and 
safe ACT community with the lowest possible levels of alcohol, tobacco and other drug 
related harms. ATODA works for better interaction and integration between alcohol, tobacco 
and other drug researchers, services, policy workers, practitioners, consumers and their 
friends and families in the ACT and region. ATODA leads and influences positive outcomes 
in policy, practice and research, as the peak body for the alcohol, tobacco and other drug 
sector in the ACT. Further information about ATODA can be accessed at 
www.atoda.org.au.  
 
ATODA provides alcohol, tobacco and other drug related expertise in the areas of policy; 
sector workforce development and capacity building; research, data and evaluation; health 
services planning; coordination and partnerships; training and education; communication; 
information and resources. 
 
ATODA’s work is underpinned by a commitment to health equity, social and cultural 
determinants of health, the values of collaboration, participation, diversity, human rights, 
social justice and reconciliation between Aboriginal and Torres Strait Islander people and 
other Australians.  
 
  

http://www.atoda.org.au/


 
The role 
 
The Workforce Development and Research Officer will work in close partnership with the 
Senior Researcher and Project Manager. The workforce development aspect of the role 
requires project management skills and leadership in provision of ATODA’s workforce 
development activities. The research aspect of the role requires skills in project 
management, stakeholder engagement, and the ability to locate and critically assess 
relevant data and literature to inform alcohol and other drug research, practice and policy. 
Existing skills in statistical analysis and interpretation are very highly regarded or can be 
learned on the job. 
 
The role will support ATODA in fulfilling key peak functions of value and benefit to the ACT 
AOD sector. All members of the ATODA team provide leadership in their areas of 
responsibility and expertise, and this will be expected of the Workforce Development and 
Research Officer too.  
 
Primary Duties and Responsibilities  
  
The following duties represent the main areas of work and responsibility; however, the 
position is a dynamic one that may require a variety of tasks to address emerging priorities.  
  
Specific tasks:  

• Managing the ACT Alcohol, Tobacco and Other Drug Qualification 
Strategy including the coordination of accredited training opportunities  

• Managing the ACT Alcohol, Tobacco and Other Drug Services Online 
Directory (www.directory.atoda.org.au). This includes profiling of the ACT 
ATOD sector services and programs  

• Managing the ATODA Research eBulletin   
• Assisting with undertaking research activities associated with the ACT AOD 

Workforce Profile and the ACT AOD Service Users’ Satisfaction and Outcomes 
Survey (SUSOS) and related publications 

• Undertaking quantitative data analysis to inform alcohol and other drug 
research, practice and policy 

• Providing support to the ATODA team and undertaking other duties as directed  
 

General tasks:  
• Creating project plans, coordinating project activities, identifying required 

resources, ensuring deadlines are met and targets are reached 
• Developing project evaluation frameworks with input from other key staff  
• Identifying any potential issues or risks that could affect the progression of 

projects and working to identify potential solutions 
• Preparation of correspondence and reports to a range of stakeholders, 

including contributing to reporting of programs to funding bodies   
• Engaging with diverse stakeholders and acting as the first point of contact 

for specific ATODA projects  
• Administrating and coordinating project meetings including logistics and 

secretariat support  
• Keeping up to date with the organisation’s frontline workforce and being 

actively involved in various networks, as relevant to key projects  
• Working with other members of the organisation to identify workforce 

development needs and priorities and implementing these priorities with the 
sector including organising training purchase and delivery from various training 
providers   

• Operating as part of a team contributing to the preparation of proposals and 
tender submissions for funding for research and workforce development 
projects  

http://www.directory.atoda.org.au/


• Ensuring that the cross-sectoral training program is coherent with the broader 
workforce development program and overseeing its administration 

• Undertaking other duties as required  
  
Duties that contribute to the overall work of the organisation  

• As a small organisation, staff members are expected to work as a team and 
contribute toward achieving ATODA’s overall objectives    

• Actively participating as a member of the ATODA secretariat team  
• Undertaking organisational activities including social policy, sector 

and workforce development, research, coordination, 
partnerships, communication, information and resource development  

• Undertaking organisational accountability activities including membership 
engagement and reporting  

• Assisting in the organisation, facilitation or delivery of events as required    
• Developing and maintaining relationships with ATODA’s members and 

stakeholders  
• Participating in team and organisation planning, development and quality 

improvement processes  
• Participating in the development and implementation of ATODA’s overall 

strategic and operational plans  
 
Benefits and culture 

• Salary packaging and leave loading 

• Additional end of year leave provision plus birthday leave 

• Professional development opportunities 

• Flexible work practices 

• Collegiate and engaging team environment 
 
Reporting and Accountability 
The position is accountable to the Senior Researcher and Project Manager 
 
Capabilities  
 
Act with integrity 

• Represent the organisation in an honest, ethical and professional way and 
encourage others to do so 

• Demonstrate professionalism to support a culture of integrity within the team 

• Demonstrate a commitment to social justice, evidence informed and non-
judgmental practice 

• Act to prevent and report misconduct 
 

Manage self 

• Look for and take advantage of opportunities to learn new skills and develop 
strengths 

• Show commitment to achieving challenging goals 

• Examine and reflect on own performance 

• Seek and respond positively to constructive feedback and guidance 

• Demonstrate a high level of personal motivation 
 
Plan and prioritise 

• Understand the team/unit objectives and align operational activities 
accordingly 

• Initiate, and develop team goals and plans and use feedback to inform 
future planning 

• Respond proactively to changing circumstances and adjust plans and 
schedules when necessary 



• Consider the implications of immediate and longer term organisational 
issues and how these might impact on the achievement of team goals 

• Accommodate and respond with initiative to frequently changing priorities 
and operating environments 

 
Selection Criteria 
 
This is a varied position that will require a genuine interest and commitment to health equity, 
social and cultural determinants of health, the values of collaboration, participation, diversity, 
human rights, social justice and reconciliation between Aboriginal and Torres Strait Islander 
people and other Australians. The role would suit an individual who can demonstrate:   
 

1. Relevant tertiary qualifications or experience (e.g. ATOD, public health, social 
science or project management) 

2. Strong skills in stakeholder engagement, relationship management and working 
effectively as a team member and independently 

3. Ability to research and learn quickly, and demonstrated critical thinking skills, with an 
ability to analyse, problem solve and exercise sound judgment  

4. Ability to manage multiple priorities under pressure, trouble-shoot, and to meet short- 
and long-term deadlines 

5. Excellent written and verbal communication skills, including writing clear and concise 
plain language text for a broad audience, with high attention to detail and accuracy 

6. Capacity to identify and critically analyse relevant data and literature to inform alcohol 
and other drug research, practice and policy 

7. Proficiency in conducting quantitative data analysis using a statistical package (such 
as SPSS), and ability to interpret the results or capacity to learn would be highly 
regarded 

8. Sound understanding of the health sector or community sector, or willingness to learn 
noting that knowledge of the Canberra health and/or community sector is especially 
highly-regarded but not essential 

 
To apply 
  
Please send an email with a CV and statement addressing selection criteria to 
info@atoda.org.au by 11:50pm Monday 6 September 2021. Please use the subject 
heading “Job application: Workforce Development and Research Officer”. Statements 
addressing the selection criteria should not exceed 1000 words. Concise, compelling 
applications will be highly regarded.  
 
Note that most interviews will be scheduled for Monday 13 and Tuesday 14 September 
2021 (flexibility available for the right candidate). 
 
Applications not conforming to the requirements outlined above may not be considered. 
Candidates are encouraged to speak with the Senior Researcher and Project Manager 
before applying. 
  
For more information  
  
Please contact Anke van der Sterren, Senior Researcher and Project Manager or Jeanette 
Bruce, Operations and Office Manager of ATODA ph (02) 6249 6358. 
 

mailto:info@atoda.org.au

