
 

 

POSITION DESCRIPTION 

 

Job title Policy Officer 

Job type Full-time, 12-month contract  

Location Sydney or Brisbane (we have offices in both locations) 

Reports to Chief Executive Officer 

Salary  $70,000 - $85,000 per annum commensurate with skills/experience, 

plus superannuation and very attractive salary packaging options. 

 

Primary function 

The Policy Officer supports policy work and projects through which the Academy promotes 

health and medical research and its translation into benefits for society.  

About AAHMS 

The Australian Academy of Health and Medical Sciences is the impartial, authoritative, cross-

sector voice of health and medical science in Australia.  

Our Fellows sit at the heart of our work – they are an independent, interdisciplinary body of 

Australia’s best researchers, who are elected for outstanding achievements and exceptional 

contributions to health and medical science in Australia. Drawn from universities, medical 

research institutes, health services, industry, charities and the public service, AAHMS now has 

478 Fellows located in all of Australia’s States and Territories. The Academy is a registered 

charity. 

The diversity of talent and expertise among these Fellows generates a representative and 

authoritative voice that spans the breadth of translational biomedical and clinical research in 

Australia – through which we engage with the community, industry and governments. The 

Academy is therefore uniquely positioned to convene cross-sector stakeholders from across 

Australia to address the most pressing health challenges facing society. The Policy Officer 

plays a key role in delivering this aspect of the Academy’s work.  

Our purpose is to advance health and medical research in Australia and its translation into 

benefits for all, by fostering leadership within our sector, providing expert advice to decision 

makers, and engaging patients and the public. To deliver on this purpose, we have four 

strategic objectives: 

• Influence policy. 

• Nurture talented research leaders. 

• Celebrate excellence. 

• Support Indigenous health and wellbeing.  



 

 

This is an exciting time to join the Academy’s policy team as we recently published a major 

policy report on integrating research in the health system, and have exciting new initiatives 

planned for 2023. The Policy Officer will have the opportunity to contribute to an ambitious 

policy agenda, working closely with our Fellows to deliver priority Academy projects. They 

will join a small, dynamic team based across Sydney and Brisbane.  

About the role 

Reporting directly to the CEO, the Policy Officer will support and coordinate aspects of the 

Academy’s high impact policy projects on key health and medical research issues. The 

Academy’s elected Fellows represent Australia’s brightest minds in health and medical science 

– they contribute to a range of projects, programs and events. As Australia’s newest Learned 

Academy, AAHMS has grown in influence over the past few years. The Policy Officer will have 

the opportunity to shape the Academy’s policy work and our role in informing government 

policy. Policy work is delivered by the Policy Officer alongside the Academy’s Policy Manager 

and the CEO. Projects include consultation responses, roundtable meetings, 

workshops/symposia and longer-term projects led by expert working groups. 

The Policy Officer will contribute to all phases of policy work, from conception and scoping; 

through to delivery, research and drafting; and onto dissemination and follow-up. They will 

have excellent interpersonal and organisation skills, with a demonstrated ability to manage 

competing priorities and projects to meet short- and long-term deadlines. They will have 

knowledge of the Australian health, research and innovation landscape, and will be familiar 

with policy issues currently facing the sector. They will ideally have experience of policy 

analysis on relevant issues, e.g. in a scientific, medical, health or higher education setting. The 

successful candidate must be comfortable working closely with senior academics and health 

professionals.  

Current projects 

• Harnessing research for better health: Our major policy report was published in 

October 2022 and we are now engaging key government and other stakeholders to 

share our findings and recommendations. The report set out our vision for embedding 

research and translation in health. It was guided by a working group chaired by 

Professor Christina Mitchell. For further information: https://aahms.org/harnessing-

research-for-better-health/.  

• Health Horizons Forum: Our newest project will bring together stakeholders from 

across the Australian health sector, government, research, innovation and industry to 

explore future opportunities and challenges with key industry leaders, influencers, and 

policymakers. The Policy Officer will play a leading role in this project – planning and 

delivering a series of roundtables during 2023 to explore the future of health, research 

and innovation in Australia. For further information: https://aahms.org/news/health-

horizons-forum-announced/  

• Coronavirus pandemic: We have been very active in delivering evidence-based 

analysis and advice to support Australia’s response to the pandemic. This has included 

preparing briefings for Federal Ministers and Cabinet on critical questions about the 

pandemic (via the Rapid Research Information Forum) and developing policy papers 

and position statements in relation to Australia’s response. Our activities are guided by 

our COVID-19 Expert Committee, chaired by Professor Tania Sorrell, with members 
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including Professor Sharon Lewin, Professor Ian Frazer and Professor Paul Young. For 

further information: https://aahms.org/covid-19-navigating-the-pandemic/.    

• Promoting the value and importance of research and innovation: an ongoing theme, 

this important message has become even more critical as Australia looks to drive 

economic and societal recovery from the pandemic. It will remain a priority for the 

foreseeable future.  

• Consultations and submissions: The Academy is actively engaged in several 

consultations currently underway in Australia, including in relation to the review of the 

Australian Research Council and the Government’s employment white paper. The 

Policy Officer plays a leading role in liaising with our Fellows and others to develop 

submissions and responses.  

We also work closely with the Australian Council of Learned Academies (ACOLA) on projects, 

for example including their recent work on data-enabled research and developing a best-

practice guide for achieving disability confidence across a range of sectors.  

These are the key policy projects currently in development, further topics may be developed 

over the coming months. We anticipate that this role will require some domestic travel and 

flexible working hours, for which advance notice will usually be provided.  

Main duties/responsibilities 

Managing policy projects and activities  

• Coordinate aspects of the Academy’s policy projects, such as expert working groups, 

roundtable meetings, workshops/symposia and consultation responses.  

• Undertake research to identify the key issues and gather relevant evidence in relation 

to policy projects, using this to produce high quality analysis for the Fellows and other 

experts involved in our projects.  

• Draft evidence-based policy outputs, including policy reports, meeting reports (e.g. 

from roundtables/workshops/symposia), consultation responses, correspondence and 

briefings.  

• Undertake scoping work on potential future projects, including through 

correspondence with Fellows and other experts, liaison with external stakeholders and 

desk-based research. 

• Maintain a good understanding of the health and medical research landscape in 

Australia and monitor key policy issues.  

• Identify and work with relevant Fellows, stakeholders and other experts in relation to 

all aspects of Academy policy projects, including by developing and maintaining a good 

understanding of Fellows’ expertise.  

Stakeholder and external engagement  

• Support all aspects of report preparation – including report drafting, finalisation, 

production, dissemination and follow-up.  

• Work with policy and communications colleagues to promote the Academy’s policy 

projects. This includes maintaining and drafting content for relevant pages of the 

Academy’s website, and contributing to other outputs such as newsletters, news items 

and social media posts.  
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• Support the CEO, Executive, Council and Fellows to liaise with key stakeholders in 

relation to policy issues, for example by producing briefings in preparation for meetings 

with key stakeholders including Government Ministers.   

Operational support for policy projects and other activities 

• Undertake administrative tasks that support the delivery of policy projects, such as 

arranging meetings or events and drafting project materials including meeting agendas, 

programs and papers. Committees include the Policy Advice Committee (one of the 

Academy’s standing committees) and project steering committees and working groups. 

• Manage correspondence with Fellows and others in relation to policy projects. 

• Support the CEO, Executive and Council with the delivery of key Academy events, such 

as the annual meeting, and other projects or tasks as directed.  

 

Key Eligibility Criteria 

Qualifications and experience  Essential Desirable 

Excellent analytical skills and a proven ability to synthesise complex 

information into coherent outputs 

X  

Strong interpersonal and networking skills, including the ability to 

work closely and confidently with senior academics/health 

professionals and external stakeholders 

X  

Excellent written and oral communication skills, ideally including 

experience of drafting policy outputs  

X  

Demonstrated administrative, organisational and IT skills; including 

with the ability to work independently and to manage multiple 

priorities or projects to meet short- and long-term deadlines 

X  

Knowledge of the health and medical research landscape in Australia 

and the associated policy issues 

X  

A flexible attitude and a proven ability to contribute positively to the 

work of a small team 

X  

Relevant tertiary qualification (or equivalent experience)  X  

Experience of organising information/evidence gathering events or 

meetings, such as roundtables, workshops or symposia 

 X 

Experience of policy analysis/research or policy project development 

and coordination 

 X 

 

  



 

 

How to apply 

Applicants should provide the following:  

• Up to date CV with contact details of at least two referees.  

• A cover letter of not more than three pages including a statement to explain how the 

candidate meets the key eligibility criteria.  

Applications should be sent via email to recruitment@aahms.org and must be received by 

09.00am AEDT on Thursday 8 December 2022. We anticipate that interviews will take place 

in mid-January.  

For further information on this role, please contact Catherine Luckin, CEO, Australian 

Academy of Health and Medical Sciences: ceo@aahms.org.  
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