
 
 

POSITION DESCRIPTION 
 

PROJECT OFFICER 
 

 
 
The Project Officer is responsible to Hepatitis ACT through the Programs Manager. Under the support and 
direction of the Programs Manager, the Project Officer is responsible for the planning, implementation, and 
evaluation of target peer programs for Hepatitis B and Hepatitis C affected communities with a focus on people 
who inject drugs. This includes Hepatitis ACT’s Reach Teach Treat Thrive Project. 
 
The Project Officer will be responsible to take a particular cohort of people who meet testing criteria for hepatitis 
C (HCV) through comprehensive health education sessions to testing and treatment completion. This cohort will 
include people who may have never had an HCV test, but meet all testing criteria to those who previously 
received a positive diagnosis and have never initiated treatment. Emphasis will be placed on engaging priority 
populations for whom HCV testing and treatment, though critical to their long-term health outcomes, has not 
previously been viewed as a priority.  
 
Key Responsibilities: 
 
The Peer Project Officer will use a community development approach to: 
 

 Design and deliver targeted awareness and education presentations to people affected by, or at risk 
of, viral hepatitis with particular emphasis on people who currently inject drugs, people from culturally 
& linguistically diverse backgrounds and Aboriginal & Torres Strait Island people. 

 Provide information, referral and support to priority populations and the wider community. 

 Maintain program administration records including evaluations, contact records and information 
session data in an organised manner in keeping with Hepatitis ACT protocols. 

 Lead the development and review of awareness, education and health promotion materials and 
curriculum for peer projects including the Reach, Teach, Treat, Thrive Project. 

 Develop and maintain effective partnerships with stakeholders and other community organisations. 

 Support individual clients as necessary through testing, treatment, and cure of viral hepatitis. 

 Maintain authority to distribute injecting equipment and deliver secondary NSP services and other 
harm reduction activities. 

 Disseminate materials and education in a variety of ways to best meet the needs of the people. 
 
Other Responsibilities: 

 Maintain current knowledge and awareness of issues relating to chronic viral hepatitis by participating 
in education workshops, courses or conferences and other self-directed learning activities as 
appropriate 

 Maintain an appropriate level of skills and knowledge in relation to client support work 

 Undertake other duties as directed by the Executive Director 

 Maintain at all times the confidentiality of information about clients, volunteers and other personnel 

 Contribute to the development of and adhere to Hepatitis ACT’s policies and procedures  
 
Key Relationships 
Internal: 

 Reports directly to the Programs Manager 

 Works closely with Hepatitis ACT colleagues 
 



External: 

 People affected by viral hepatitis  

 People and organisations who work with, support, and care for people affected by viral hepatitis  

 Reach, Teach, Treat, Thrive Project partner, Canberra Alliance for Harm Minimisation and Advocacy & 
Interchange Health Co-op 

 Hepatitis ACT members and clients  
 

Selection Criteria 
 
1. Demonstrated experience and/or qualifications in health promotion, community services, and disease 

prevention. 
 
2. Ability to develop and present needs based education/information sessions to identified priority groups to 

raise awareness of/and prevent viral hepatitis. This includes session planning.   
 
3. Ability to effectively engage with people from stigmatised and marginalised backgrounds, demonstrating a 

commitment to work with people at risk or affected by viral hepatitis in a non-judgemental manner with 
courtesy and respect.  
 

4. Ability to work independently and as part of a team. 
 

5. Effective communication and interpersonal skills including written and oral communication with particular 
ability to relate and communicate with a range of people affected by viral hepatitis.  
 

6. Administration and organisational ability; experience using MS Office suite.  
 

7. Current drivers licence and access to reliable motor vehicle and must have or be able to obtain a Working 
with Vulnerable People card and National Police Check. 
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