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Position Profile

	Position:
	Project Officer

	Team:
	Individual & Community Services

	Org unit:
	Aspect Assessments

	Reporting Manager:
	

	Industrial coverage:
	Non- Award

	AON Code:
	 

	ANZSCO code:
	

	Approval status:
	Draft

	Date reviewed:
	February 2026



Organisation purpose 

a different brilliant® - understanding, engaging and celebrating the strengths, aspirations and interests of people on the autism spectrum. 

Vision: 	The best opportunities for people on the autism spectrum. 

Mission: 	We work with people of all ages on the autism spectrum, delivering evidence informed solutions that are person-centred, family-focused, and customer-driven. 

Values: 	THRIVE – Teamwork, Honesty & Integrity, Respect, Inclusion, Vibrant, Excellence

Team purpose 

To champion the full potential and self-determination of every person on the autism spectrum. We provide highly individualised, evidence-informed services that are tailored to the unique strengths and aspirations of our participants. Our mission is to empower individuals to choose their own paths, build essential life capacity, and foster truly inclusive communities where every autistic person is valued, respected, and genuinely belongs.

Position purpose 

The Project Officer will be responsible for coordinating and supporting the effective implementation of the Side by Side program, a virtual, peer-facilitated transition support program designed to assist Autistic young people and their families as they prepare for life beyond school. The program provides structured guidance, peer mentoring, and accessible learning opportunities focused on areas such as post-school pathways, self-advocacy, and independent living. The Project Officer will ensure the project is delivered on time, within scope, and in alignment with funding, quality, and reporting requirements. The role will provide operational, administrative, and stakeholder coordination support across all phases of the project, including scheduling, resource management, communications, data collection, and documentation. Working closely with project leads and collaborators, the Project Officer will help maintain project momentum, support participant and stakeholder engagement, and contribute to continuous improvement and accountability processes to support successful project outcomes.

This position may be offered on either a full-time or 0.8 FTE basis by agreement with the preferred candidate. The role is designed as fully remote, with work performed from a home-based setting within Australia. For candidates based in Sydney, there is the option to work from Aspect’s National Office in Chatswood.

Key accountabilities 

· Coordinate day-to-day project activities to support timely and effective program delivery.
· Monitor project timelines, milestones, and deliverables, and escalate risks or delays as required.
· Provide administrative and operational support, including scheduling, documentation, and record-keeping.
· Support participant and stakeholder engagement, communications, and coordination activities.
· Assist with preparation of reports, briefs, and project documentation to meet funding and organisational requirements.
· Maintain accurate project records, data, and tracking systems.
· Liaise with internal teams, contractors, and collaborators to support project implementation.
· Contribute to continuous improvement, quality assurance, and evaluation activities.
· Ensure project activities align with organisational policies, funding conditions, and compliance obligations.

Safeguarding the people we support

Aspect is committed to providing an environment free from abuse, neglect and exploitation of the people we support. Staff are expected to:
· follow safeguarding guidelines as outlined in Aspect’s Safeguarding the People We Support policy and Code of Conduct.  
· complete mandatory Code of Conduct training and implement into day to day operations and practice.
· be vigilant and maintain a heightened sensitivity to recognising signs of abuse, neglect or exploitation and escalate/report those signs/concerns.
· escalate/report other staff practices which deviate from policy/procedure.

Work health and safety

All staff are required to:
· take reasonable care for their own health and safety.
· comply, so far as the worker is reasonably able, with any reasonable instruction that is given by the person conducting the business or undertaking to allow the person to comply with legislative requirements.
· report unsafe conditions or practices, and make suggestions to their manager on improving work, health & safety at Aspect.
· participate in the staff consultation process about work health & safety matters.
· understand and adhere to Aspect’s Code of Conduct.

Reporting lines

· Direct manager: Fiona Aldridge, Manager, Aspect Assessments.
· Direct reports:  Up to 5 peer facilitators.

Requirements 

Essential
· Demonstrated experience in a project support, coordination, or administrative role.
· Strong organisational skills with the ability to manage multiple tasks, timelines, and priorities.
· Excellent written and verbal communication skills, with the ability to prepare clear documentation and correspondence.
· Ability to work collaboratively with a range of stakeholders, including internal teams, contractors, and external partners.
· High level of attention to detail and accuracy in record-keeping and documentation.
· Demonstrated ability to use standard workplace software and systems (e.g., Microsoft Office, project tracking tools, databases).
· Ability to work independently while maintaining close alignment with project leads and objectives.
· Sound problem-solving skills and ability to respond flexibly to changing project needs.
· Understanding of, or ability to quickly develop understanding of, disability, community services, or human services contexts.
· Demonstrated ability to work effectively with Autistic people and/or people with disability, including the capacity to provide supportive, respectful, and strengths-based supervision or coordination.
· Ability to work in a manner consistent with organisational values, policies, and compliance requirements.
· Knowledge of autism, disability, or neurodiversity-related practice contexts. 

Desirable
· Experience working on grant-funded or government-funded projects.
· Experience supporting program delivery, participant coordination, or stakeholder engagement activities, particularly related to post-school transition.
· Familiarity with evaluation, reporting, or data collection processes.

Functional capacity requirements

	Requirement
	Frequency

	Resilience to time pressure/workload
	Often

	Sitting 
	Often

	Standing, walking 
	Occasionally

	Pulling, pushing, lifting <5kg, reaching, carrying
	Rarely

	Fine motor skills – keyboarding, writing
	Continuously



Job Requirements (Essential)

· Working With Children Check WWCC (for relevant state) appropriately cleared.
· International Police Check (IPC) if relevant.
· National Police Check (NPC) appropriately cleared.
· Demonstrated proficiency in using relevant client management sytems and Microsoft Office Suite for reporting, data analysis, and documentation.
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