
 

 

Senior Officer, Reconciliation Action Plan Program 

• Location: Sydney, Canberra 

• Annual salary: $80,000 - $90,000 Inclusive of 17.5% leave loading.  

• Full-time plus flexible working 

Our organisation 

Reconciliation Australia is an independent, national, not-for-profit organisation promoting and facilitating 
reconciliation by building relationships, respect and trust between the wider Australian community and 
Aboriginal and Torres Strait Islander peoples. Our vision is for a just, equitable and reconciled 
Australia. 

The role 

The Senior Officer (RAP Development) works to ensure organisations are prepared for success in the 
early stages of their RAP journey. The role works closely with the Program Manager to lead the 
efficient and effective development of Reflect and Innovate RAPs and to engage with new and existing 
RAP partners to broaden impact. The role will lead internal projects within the organisation, refining the 
outcome and impact of the program. 
 

About you  

SELECTION CRITERIA:   

Essential: 

1. Demonstrated ability to liaise effectively and build productive relationships with a wide 
range of stakeholders including government, corporate, sport, education and not-for-profit 
sectors.  

2. Demonstrated knowledge and experience with topics relevant to the development and 
implementation of Reconciliation Action Plans, including but not limited to, Aboriginal and 
Torres Strait Islander employment, training, and retention strategies; Aboriginal and Torres 
Strait Islander procurement; and employee engagement including cultural competency. 

3. Demonstrated analytical and problem solving skills with experience leading projects and 
contributing to the strategic direction of a team.  

4. Proven project management and organisational skills and ability to work with other staff to 
deliver results in a fast paced environment.  

5. Excellent  communication skills with a demonstrated ability to review written materials and 
provide strategic guidance. . 

6. Demonstrated interpersonal skills with an ability to work co-operatively in a team 
environment and build a positive team culture. 

7. High level of understanding and awareness of Aboriginal and Torres Strait Islander peoples, 
cultures and issues, and demonstrated ability to engage key Aboriginal and Torres Strait 
Islander stakeholders in the work of Reconciliation Australia. 
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Desirable: 

1. Consulting or professional experience working within the corporate, government, education 
and not-for-profit sectors.   

2. Experience utilising data systems (e.g. Salesforce) to drive effective customer 
engagement. 

 

 
We are committed to improving employment opportunities for Aboriginal and Torres Strait 
Islander peoples and welcome applications from all Australians, especially those of Aboriginal 
and Torres Strait Islander descent as your cultural and lived experience is central to the work 
we do. 
 
Applicants for this position should have valid working rights for Australia. 
 

Salary and other details 

The salary range for this role is $80,000 - $90,000 + Superannuation, dependent on experience and 
qualifications. 
 
 

How to apply 

Email jobs@reconciliation.org.au your: 

1. CV;  

2. Covering Letter addressing:  

a. the Selection Criteria set out in the Position Description below; 

b. preferred location (Sydney or Canberra); and 

c. Quoting ref: Senior Officer, RAPS 

3. Completed RA Cover Sheet, see below. 

  

mailto:jobs@reconciliation.org.au
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POSITION DESCRIPTION 

Job title: Senior Officer – Reconciliation Action Plan Program  
(RAP Development) 

Reporting to: Manager – Reconciliation Action Plan Program 

Classification level: RA Level 4 

Salary range: $80,000 - $90,000 per annum plus superannuation  

Term: Full-Time 

 

ORGANISATIONAL OVERVIEW  

Reconciliation Australia is an independent, national, not-for-profit organisation promoting and 
facilitating reconciliation by building relationships, respect and trust between the wider 
Australian community and Aboriginal and Torres Strait Islander peoples. Our vision is for a just, 
equitable and reconciled Australia. 

 

 

POSITION PURPOSE  

The Senior Officer (RAP Development) works to ensure organisations are prepared for success 
in the early stages of their RAP journey. The role works closely with the Program Manager to 
lead the efficient and effective development of Reflect and Innovate RAPs and to engage with 
new and existing RAP partners to broaden impact. The role will lead internal projects within the 
organisation, refining the outcome and impact of the program. 

 

 

DUTIES 

Stakeholder Engagement • With support from the RAP Program Manager, build and 
maintain effective ongoing relationships with key 
stakeholders and partners across all levels of government, 
corporate, sport, education & training and not-for-profit 
sectors, closely collaborating on challenging and innovating 
projects.  

• Support the successful implementation of RAPs by 
providing customised insights and practicable 
recommendations to RAP partners based on their 
reconciliation goals.  

• Expand participation in the program by identifying and 
engaging high impact organisations.   
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DUTIES 

• Actively engage Aboriginal and Torres Strait Islander 
organisations and stakeholders to inform and advance the 
work of Reconciliation Australia.   

• Identify and respond to client priorities in a proactive and 
customer focused way. 

RAP Development and 

Implementation  

• Manage a large and diverse portfolio of RAP partners. 

• Deliver presentations and participate in the promotion and 
management of events to increase the engagement of the 
RAP network. 

• Deliver seamless, customer-focused service, supported by 
a commitment to simplified and efficient processes and 
maintaining effective record and database management.  

RAP Program Improvements • Assist the General Manager and Program Managers with 
the strategic direction for the team by organising workflow, 
sharing resources and initiating ideas for business 
development. 

• Deliver seamless customer focused service supported by 
simplified and efficient processes.  

• Identify opportunities to improve systems and processes 
associated with the RAP development pipeline to increase 
efficiency.   

Support RAP Officers  • Provide leadership and mentoring to junior staff in the RAP 
team. 

Other • Undertake other tasks as directed by the General Manager, 
RAP Program. 

 

SELECTION CRITERIA:   

Essential: 

1. Demonstrated ability to liaise effectively and build productive relationships with a wide 

range of stakeholders including government, corporate, sport, education and not-for-

profit sectors.  

2. Demonstrated knowledge and experience with topics relevant to the development and 

implementation of Reconciliation Action Plans, including but not limited to, Aboriginal 

and Torres Strait Islander employment, training, and retention strategies; Aboriginal and 

Torres Strait Islander procurement; and employee engagement including cultural 

competency. 
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3. Demonstrated analytical and problem solving skills with experience leading projects and 

contributing to the strategic direction of a team.  

4. Proven project management and organisational skills and ability to work with other staff 

to deliver results in a fast paced environment.  

5. Excellent communication skills with a demonstrated ability to review written materials 

and provide strategic guidance. 

6. Demonstrated interpersonal skills with an ability to work co-operatively in a team 

environment and build a positive team culture. 

7. High level of understanding and awareness of Aboriginal and Torres Strait Islander 

peoples, cultures and issues, and demonstrated ability to engage key Aboriginal and 

Torres Strait Islander stakeholders in the work of Reconciliation Australia. 

Desirable: 

1. Consulting or professional experience working within the corporate, government, 

education and not-for-profit sectors.   

2. Experience utilising data systems (e.g. Salesforce) to drive effective customer 

engagement. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
  

SELECTION CRITERIA 
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Cover Sheet 

Position Title:  

 
Personal Details 

Title:   Mr    Ms Mrs Miss    Dr Other: Please Specify 

Surname:  Given Names: 

Email:  

Postal Address: 

Suburb:  State:  Postcode:  

Telephone:  Mobile: 

Other Details 

Do you wish to identify as an Aboriginal and/or Torres Strait Islander person?  Yes / No 

Do you wish to identify as a person from a culturally and linguistically diverse background? Yes / No 

Are you an Australian citizen? Yes / No 

If No, do you have valid and current Australian working rights: Yes / No 

Have you previously attended an interview with Reconciliation Australia:  Yes / No 

Referee 1: 

 
Name:  
Title:   
Working Relationship: 
Length of Relationship: 
Contact Details: 
Phone:  
Email: 

Referee 2: 

 
Name:  
Title:  
Working Relationship:  
Length of Relationship:  
Contact Details: 
Phone: Email:  

How did you hear about this vacancy? 
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