
 

Position Description 
 

Position title:  Survey Project Officer 

Responsible to:  Manager, Business Development 

Stakeholders:  CEO, Policy Team, members of the Federation 

Position type:  Full time, ongoing  
 

Salary $75,000 plus superannuation, option to salary sacrifice 

Last updated:  March 2020 

 

Overview 

CHIA NSW is the industry peak body for community housing in NSW.  We have managed a successful tenant 

satisfaction and outcomes survey service for community housing providers and other organisations since 2012.  The 

service has grown in the last eight years and we now conduct over 30 surveys per year across Australia, including for 

other industry peak bodies. 

The Survey Project Officer will be responsible to the Manager, Business Development and the Service Delivery Co-

ordinator for the day to day delivery of the operation of the survey service.    

In addition, the Survey Project Officer is expected to make an effective contribution to the achievement of the 

organisation’s broader objectives as an industry peak body. 

 

Work Environment 

CHIA NSW aims to promote a dynamic, challenging, collaborative and supportive working environment, which enables 

staff to focus on the achievement of the organisation’s intended outcomes.  Individuals will be expected to manage 

their workload independently and work in partnership with others, both within and outside the organisation.  

 

Key Work Areas 

• Day to day delivery of CHIA NSW’s survey service  

• Develop an expert understanding of the survey software used by CHIA NSW 

• Contribute to growth and continuous improvement of CHIA NSW’s survey service 

• General duties 

 

 



 

1. Day to day delivery of CHIA NSW’s survey service  

This will include amongst other activities: 

 
1. Developing an in-depth knowledge of the survey software used by CHIA NSW 

2. Liaising with external contractors such as translation services, printers and mail houses 

3. Managing address databases 

4. Being responsible for survey scanning, cleaning and validation 

5. Online survey set-up 

6. Exporting validated files to survey analyst 

7. Preparing simple analyses  

8. Contributing to benchmarking exercises 

9. Special projects from time to time 

10. Use project management tools to manage projects and tasks 

 

2. Develop an expert understanding of the survey software used by CHIA NSW 

1. Participate in training and on the job coaching in the survey software used by CHIA NSW 

2. Develop expertise in all key aspects of the survey software 

3. Keep up-to-date on software changes and new features  

4. Pass on this expertise to other team members 

 

3. Contribute to growth and continuous improvement of CHIA NSW’s survey service 

1. Assist the Service Delivery Co-ordinator to grow the survey service, including expanding into other markets  

2. Take part in service reviews and make suggestions about continuous improvement of the survey service, 
including making contributions to updates to policies around the service. 

3. Contribute to the streamlining of current processes 

 

4. General Duties 

1. Participate in the general activities of the organisation 

2. Assisting with other service delivery initiatives such as data management and benchmarking 

3. Work with colleagues to build a positive and collaborative workplace culture 

4. Work with colleagues to develop effective workplace communication practices 

5. Carry out other duties as requested by the Manager, Business Development. 

 

 



 

 

Employee’s Signature          

 

Date            

 

 

 

Manager’s Signature          

 

Date            
  



 

Selection Criteria 
 

Essential 

• Strong project management skills  

• Demonstrated experience in the daily use of complex software 

• Excellent attention to detail  

• Ability to problem-solve effectively 

• Ability to manage contractors to ensure effective project delivery 

• Ability to work independently and as part of a cross-functional team 

 

Desirable 

• Ability to identify and develop new products and services to benefit members and the community housing 
industry 

• Data management and analytical skills  

• Understanding of the purpose of a member-based Association 

 

 


