
NORTHERN TERRITORY SEAFOOD COUNCIL (NTSC)
JOB DESCRIPTION
Position:
Promotional and Marketing Officer

Location:
Head Office, Darwin

Reports to:
Chief Executive Officer

Remuneration:
$55,000 to $65,000 per annum, dependent on skills and experience
Position Objective

The Promotional and Marketing Officer is will be the key communication link between the Northern Territory Seafood Council membership, NTG Department of Resources and the NT stakeholders consuming seafood. The role involves implementing the NTSC three year promotional/marketing plan, acting as first point of contact and administrative services for membership and ensuring the information distributed by the Northern Territory Seafood Council is current, efficient and accessible. 

The position is responsible for the implementation of Support NT Caught marketing by growing awareness of the product and building a coalition of supporters of the NT Commercial seafood industry and strengthening the brand of Territory seafood, whether it’s for sale in the Territory, interstate or overseas.

Key Responsibilities
· Co-ordinate and implement Support NT Caught campaign activities as identified in the Promotional Plan.

· Implement communication activity with NTSC members to identify and draft bimonthly ‘good news’ media releases as directed 

· Maintain and develop the NTSC and Support NT Caught website, implementing initiatives to increase awareness and usage of the site.
· Maintain a Support NT Caught business and NTSC membership database to enable targeted communication, reporting of activity to stakeholders. and follow up of voluntary invoice payments
· Investigate available marketing grants and prepare funding submissions and other related documentation as required; 

· Liaise with external stakeholders, including the media, educational institutions, catering and tourism orgaisations.
· Draft NTSC publications including the quarterly newsletter and annual Year in Review document.

· Coordinate NTSC Annual General Meeting and NT Seafood Awards (Every 2 Years)

· Provide general information about the Northern Territory Seafood Council to members and public as required. Ensure information distributed by the Northern Territory Seafood Council is current, efficient and accessible.

· File and maintain records.

· Ensure information distributed by the Northern Territory Seafood Council is current, efficient and accessible to the end recipient.

· Process and prepare memos, correspondence, travel vouchers, or other documents for both the NTSC Board and CEO. 

· Attend Associate Membership Meetings, NTG Meetings and Industry forums as directed.

· Provide relief receptionist support for NTSC staff, including managing calls, greeting visitors and ensuring telephone calls are handled promptly, courteously and appropriately. 

Selection Criteria

Essential

1. Demonstrated Customer Service and Consumer Marketing experience

2. Excellent interpersonal skills and proven ability to communicate with people from a variety of backgrounds in particular commercial fishers, hospitality and tourism sector.
3. Demonstrated ability to produce clear and concisely written reports and media releases.
4. Good level of computer skills, particularly a good working knowledge of spreadsheets and word processing.  

5. Good organisational skills and ability to prioritise work and to work independently when required.
6. Capacity to develop a good knowledge and understanding of the Northern Territory Seafood Council.

7. High professional and ethical standards with an ability to build rapport with a broad range of individuals and organisations

8. Ability to analyse and solve problem.

9. Awareness of the principles of Equal Employment Opportunity (EEO) and Occupational Health and Safety (OHS).

Desirable
1. Membership Services experience

2. Degree-level tertiary qualifications in a relevant discipline.

3. Well developed network of contacts in the Northern Territory seafood and/or hospitality sector.

4. Experience in Adobe Design Suite CS5
5. Possess a current full driver’s license or ability to obtain one and access to a vehicle.

ADVICE TO APPLICANTS

Thank you for considering applying for a position in the Northern Territory Seafood Council. 
When recruiting staff, the Northern Territory Seafood Council aims to ensure that the best person for the job is chosen in each case. 

The Northern Territory Seafood Council is committed to ensuring that recruitment and selection decisions are based on the principle of merit. This means that persons will be selected on the basis of whether they have the right skills, qualifications and other talents that are required to do the job.
Please carefully read the Job Description. You should take particular note of the position objective, primary duties and Selection Criteria. 
The selection process is based on the selection criteria being addressed in the context of the position objective and key responsibilities required for the position. 

Your application should be typed and include the prescribed application form. You may also choose to attach a short covering letter to introduce yourself and outline the reasons for your interest in the position. The application should comprise three parts, these are: 

1. Job Application Form 
This form can be emailed or posted to you.
2. Resume or Curriculum Vitae 
This is a history of your employment and work experience and should cover the following areas: 

· Your employment history in chronological order, starting with your current employment and listing the main positions you have held. 

· Your educational qualifications and professional affiliations. 

· Details of relevant training courses attended and/or development programs that you have participated in. 

3. Claims against the selection criteria 
It is suggested that you list each criterion as a heading and provide specific examples and evidence under each heading to demonstrate that you meet each criterion. A criterion may be met if you can demonstrate your potential to fulfil the requirements of the position. 

Checklist 

Please forward your
• Job Application Form; 

• resume or curriculum vitae; 

• claims against selection criteria, to: 

By post:
Chief Executive Officer

Northern Territory Seafood Council

GPO Box 618

Darwin NT 0801

OR Hand Delivered:
Northern Territory Seafood Council

Level 1, Darwin Shipstores Building

Fishermens Wharf, NT

OR Emailed:
ceo@ntsc.com.au

JOB APPLICATION FORM 

APPLICATION FOR EMPLOYMENT
Date of Application: 
...............……………………………………………………………….
Position Applied For:
……………………………………………………………………….

Reporting To: Chief Executive Officer
PERSONAL DETAILS
Surname: 
…………………………………………………………………………….

Given name: 
…..…………………………………………………………………………

Address: 
……………………………………………………………………………..


.…………………………………………………………………………….

Telephone Number (h): 
……….……………………..……………………………………
Telephone Number (m): ………
………..………….……………………………………….

Telephone Number (w): …………………
………..………………………………………..

E-mail address: …………………………………………
………….………………………..

Postal Address (if not same as above): 
…………..……………………… ………………..

………………………………………………………………………………
……..………….

…………………………………………………………………………………………………

Do you hold a current Australian driver’s licence? (Please circle) YES / NO

If so, what classes? 
…………………………………………………………………………
…………………………………………………………………………………………………

EDUCATION AND QUALIFICATION DETAILS
Please list details of schools, colleges, universities attended and qualifications

	Year(s) of Attendance
	Institution Attended
	Qualification(s) Achieved

	 
	 
	 

	
	
	

	
	
	

	
	
	


PREVIOUS EMPLOYMENT HISTORY
Please list details of your last three positions held

	Period of Employment
	Name of Employer
	Position title

	 
	 
	 

	
	
	

	
	
	

	
	
	


 Please provide details of the basis for your ability to work in Australia (e.g. Australian citizen, holder of appropriate working visa - provide visa type and number)
 Do you speak, read or write in any language(s) other than English?
…………………………………………………………………………………………….

If so, which ones? ………………………………………………………………..……..

MEDICAL INFORMATION
Do you have any health problems or a medical condition that may affect your ability to perform the requirements of the position? (Please circle) YES / NO
If so, please provide the details: …………
…….……………………………………………..

………………………………………………………………………………………….

………………………………………………………………………………………….

Have you had any previous Workers Compensation claims? (Please circle) YES / NO 

If so, please provide the details …………………………………………………………….

………………………………………………………………………………………………
………………………………………………………………………………………………

………………………………………………………………………………………………

REFEREE LIST
Please list below three referees whom we can contact regarding your suitability for the position:

	Name of Referee, Organisation and Position Held
	Contact Telephone Number

	 
	 

	 
	 

	 
	 


 

If we offer you the position, when are you available to start work? ...........................................
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