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Position Description - Content and Quality Editor

Accountable to Project Lead

Supports editing, refinement and quality assurance of
Team written content once drafts or concepts have been
developed by relevant leads and contributors

Location Work from home

Term Fixed term to 30 June 2027

) Part Time — 0.4 Full Time Equivalent (FTE)
Basis of employment

15.2 hours / week

Above-award salary package benchmarked to
Remuneration SCHADS Level 5.1, plus statutory superannuation,
subject to final contract approval.

Role Context

The Content and Quality Editor supports ASAN AUNZ to produce written materials
that are clear, consistent, accessible and aligned with organisational values. This role
helps improve readability, structure, tone, consistency and quality across project
outputs, including review, updating and rebranding of existing ASAN AUNZ resources.

The role works across drafts prepared by others and may contribute original content
where appropriate. It requires strong editing judgement, attention to detail, and the
ability to work with complex material while preserving Autistic-led, rights-based and
community-informed meaning. The role also helps ensure materials are fit for
multiple audiences, including Autistic community members, employers and
employment providers, and remain coherent across plain language and other
accessible formats. For outward-facing copy, the role provides editorial support and
quality assurance rather than acting as the primary channel owner.
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Primary Purpose

Edit and quality check project content so it is clear, consistent, audience-
appropriate and well-structured.

Focus on editorial quality, readability and consistency after material has been
developed by the relevant project leads or contributors.

Help maintain quality and consistency across written outputs without taking
over specialist accessibility, communications or publication functions.

Key Responsibilities

Edit drafts for clarity, structure, grammar, consistency, tone and readability.

Support refinement of reports, guides, toolkits, website copy, social media
copy, EDM content, communications, internal project documents and existing
ASAN AUNZ resources being reviewed or refreshed.

Identify inconsistencies, duplication, gaps or quality issues and work with
others to resolve them.

Help maintain quality across materials designed for different audiences and
formats, including community-facing, employer-facing and provider-facing
outputs.

Use approved systems for drafting, version control and collaborative review.

Criteria & Requirements

Desirable Criteria

Experience editing or preparing written content for community, advocacy,
policy, disability, education or not-for-profit contexts.

Strong written communication and editorial skills.

Understanding of plain language, accessible communication and neuro-
affirming terminology.
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e Confidence using Word and other Microsoft 365 tools in a collaborative
drafting environment.

Special Requirements
e Lived experience as an Autistic person is an inherent requirement of this role.

e Therole is remote-first and requires careful handling of drafts and internal
material within approved systems.

Essential Requirements

e Relevant screening, verification or checks required for the role must be
completed prior to commencement. ASAN AUNZ will meet the cost of
required checks only where approved in writing in advance.

o Agreement to ASAN AUNZ's Code of Conduct, confidentiality, privacy,
safeguarding and conflict of interest requirements.

e Proof of right to work and provision of references if requested.

Role Governance and Supporting Instruments

This position operates within ASAN AUNZ's Board-approved governance framework,
delegations, employment contract, supervision arrangements, reporting requirements,
strategic plan, budget, policies, and performance expectations.

The duties and accountabilities in this position description are intended to be read
consistently with the employment contract, Board-approved delegations, executive
performance framework, Board reporting requirements, supervision framework, and
any legal advice obtained by ASAN AUNZ in relation to the role.

Where there is any inconsistency between this position description and the final
employment contract, the employment contract and any applicable legal
requirements prevail.



