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Job Description – Project Officer 
 

About NIF Australia 
 
NIF Australia was established in 2011 to promote equality of civil and human rights, social and 
economic justice, women’s rights, religious pluralism and tolerance, and environmental protection. It 
has a presence in Melbourne and Sydney, a younger members’ section, NIForum, and a large 
database of supporters and donors that is continuing to grow. 
 
In Australia we’ve set about to change the communal conversation, to make sure that we’re talking 
about the real social justice, human rights and shared society challenges Israel faces. We believe that 
Israeli society is complex, and it’s important we engage with its whole sum, not just one part of it. 
We’re committed to talking about issues no one else does – whether it’s the plight of asylum seekers 
in South Tel Aviv, the human rights challenges in the Occupied Palestinian Territories, or a lack of 
affordable housing for low- and medium-wage earners. 
 
In Israel, we support registered Israeli not-for-profits through the New Israel Fund, which is the leading 
organisation advancing democracy and equality for all Israelis, widely credited with building civil 
society from scratch. 
 
NIF Australia is in a new phase of growth and is seeking to expand the community it has already 
successfully built of those who support Israel as a Jewish and democratic state. 
 
Purpose of the role 
 
Since its establishment almost three years ago, NIF Australia has experienced rapid growth, 
increasing its educational footprint in Australia, and distributing more donations to empower civil 
society in Israel through the New Israel Fund. 
 
We have hired a full-time Executive Director, and we are now looking to complement that with a part 
time Project Officer to further pursue our local education and engagement objectives. 
 
You will be responsible for helping to prepare for and coordinate the educational events, as well as 
helping to manage our external communications. 
 

Reports to: 
NIF Australia Executive Director 
 
Salary: 
$45,488 p.a. pro-rata based on 15 hours per week 

Key policies and procedures: 
• Human Resources Policy 
• Finance Policy 

Type of work: 
• Contract 

 
Tasks, Activities & Responsibilities 
 
Events 

• Research areas of interest and speakers to bring to the executive director for consideration as 
a speaker 

• Liaise directly with speakers, from Australia and overseas 
• Investigate and book venues appropriate to hold functions and events 
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• Assist with marketing the events 
• Liaise with supporters and donors before, during and after the event to ensure a smooth 

function 
• Assist with the implementation of events, including technical aspects 
• Assist with post-event surveying of attendees to monitor success and progress 
• Create marketing collateral for NIF Australia’s events 
• Provide in-person assistance at NIF Australia’s events 

 
Communications and media 

• Research and write content on NIF’s issue areas in Israel for our website 
• Research and write content on NIF Australia’s local work for our website 
• Research and gather news from NIF’s grantees in Israel and produce content to publicise in 

Australia via e-mail and social media 
• Gather resources on Jewish and Israeli festivals for distribution to NIF’s supporter base 

 
Other 

• Begin research and investigation into, and then assist with the implementation of, a new NIF 
Australia Internship Programme which will feature Australian young adults travelling to Israel 

• Administrative functions as necessary 
 
Knowledge, Skills, Abilities 
 

• Creative ideas on methods of engagement between our supporters and relevant content 
• Professional demeanour when dealing with NIF Australia board members and staff, supporters, 

stakeholders, donors, hosts and speakers 
• Understanding of the use of video conference technology and software, e.g. Skype, Google 

Hangout 
• Some experience with online CMS programs, e.g. Wordpress 
• An understanding of the socio-political climate in Israel and NIF’s work in that context 
• An understanding of the Jewish and Zionist communities in Australia, particularly the young 

adults sector 
• An understanding of, and networks in, among Australia’s Jewish and Zionist youth movements 
• Ability to work independently and in a team 

 
Context 
 

• 60 hours per month – averaging 15 hours per week, but with the ability to be flexible, for 
example, in the week of an event 

• Be able to occasionally work outside business hours as work requires and to attend NIFAF 
events as requested 

• Provide your own laptop 
• Located in NIFAF’s Sydney office, if appropriate 
• A commitment of 12 months to this position 

 
To apply for this position 

 
Please send a cover letter and resume to NIF Australia Executive Director Liam Getreu by e-mail 
liam@nif.org.au. You can also call on 02 9045 3688 if you have any queries. 

 


