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Position Description 

Role:                              Digital Delivery Officer 

Accountable to: Project Lead 
 

Team: Coordinates digital publication, file preparation and 
online delivery of approved project outputs across 
designated platforms 

Location Work from home 

Term Fixed term to 30 June 2027 

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

15.2 hours / week 

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

Role Context 

The Digital Delivery Officer supports the practical digital publication and distribution 
of project outputs. The role helps manage online workflows, document handling, 
platform readiness and digital coordination so that approved project resources are 
published through the right channels in an organised and accessible way. This 
includes practical website publishing and digital placement of approved content and 
assets once content, communications and design inputs are ready. 

This role works in a Microsoft 365 and remote-first environment and requires 
confidence with digital systems, structured work practices and collaboration with 
content, communications and project staff. It supports practical dissemination 
through ASAN AUNZ’s website and related digital channels, including formats suited 
to downloadable, printable and low-bandwidth use, and helps manage content 
updates across relevant SharePoint and Teams areas. 
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Primary Purpose 

 Coordinate digital publication steps required to prepare, publish and maintain 
approved project outputs. 

 Focus on practical digital delivery, formatting and publication workflows once 
content and communications approvals are in place. 

 Help ensure digital outputs are accessible, current and practically usable 
without taking on broader ICT administration responsibilities. 

Key Responsibilities 

 Support digital publication, upload, maintenance and coordination of project 
resources and related materials. 

 Publish approved website content, documents and related assets in 
accordance with agreed workflows and platform settings. 

 Publish only approved content and assets, and maintain version, placement 
and publication records consistent with ASAN AUNZ workflows. 

 Prepare and place approved digital assets for online use, including files and 
supporting materials needed for social, website or EDM-linked publication. 

 Maintain orderly file structures, version control practices, relevant SharePoint 
and Teams content areas, and digital workflow tracking using approved 
systems. 

 Work with project, communications and ICT-related roles to support practical 
delivery of digital outputs through website, digital repository, SharePoint, 
Teams and related channels, including publication of refreshed and rebranded 
back-catalogue content. 

 Help ensure resources are available in usable digital formats, including 
downloadable, printable and low-bandwidth options where required. 

 Maintain information handling practices consistent with privacy, security and 
approved access controls. 
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Criteria & Requirements 

Desirable Criteria 

 Experience with digital coordination, online publishing, content workflows or 
document management. 

 Confidence using Microsoft 365, SharePoint, Teams and related systems. 

 Strong organisational skills and attention to detail. 

 Ability to work collaboratively in a remote and structured digital environment. 

Special Requirements 

 Lived experience as an Autistic person is an inherent requirement of this role. 
 The role is remote-first and may use BYOD arrangements in accordance with 

ASAN AUNZ policy and technical controls. 
Essential Requirements 

 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. 

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

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

Role Governance and Supporting Instruments 

Any costs to be met by ASAN AUNZ must be approved in writing in advance by the 
authorised approver. Costs incurred without prior written approval may not be 
reimbursed or paid by ASAN AUNZ. 

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 
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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. 

  


