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Position details 
 

Position Title: Senior Content Writer Reports to: School Support Program Coordinator 

Team: School Support Program, Sector 
Development and Partnerships 

Location: Brunswick 

Classification: Level 6 Status: Full time, 6 month contract 

The Organisation 
The Victorian Foundation for Survivors of Torture (VFST) also known as Foundation House, was established 
in 1987 to meet the needs of people subjected to torture or other traumatic events prior to their arrival in 
Australia. As well as providing counselling and support services to survivors, VFST works with government, 
service providers, the corporate sector and refugee and wider communities with the aim of carrying out its 
mission. The vision of VFST is an inclusive society committed to human rights and justice.  

VFST consists of four program areas which form an integrated approach to service planning, development 
and operations. The program areas are: 

 Direct Services 
 Sector Development & Partnerships 
 Research and Policy  
 Human Resources and Administration (Operations) 

 
The Victorian Foundation for Survivors of Torture is committed to child safety. We are committed to 
promoting and protecting the interests and safety of children and this is reflected in our organisational 
policies, protocols and staff development. 

Mission 

To advance the health, wellbeing and human rights of people from refugee backgrounds who have 
experienced torture or other traumatic events. 

Team Summary 
The Sector Development and Partnerships team encompasses a range of programs that build the capacity 
of the health, education and community sectors in their work with people of refugee backgrounds. The 
Sector Development and Partnership team works in partnership with refugee communities and the service 
providers and systems supporting them. The Sector Development and Partnership team comprises six 
programs; 

 School Support Program 

 Victorian Refugee Health Network 
 Professional & Organisational Development 

 Rural & Regional Services 

 Early Years 
 Ucan2 

  
The Schools Support Program works in partnership supporting schools to develop their work with students 
and families of refugee background. 
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Project Summary 
School’s In for Refugees: A whole-school approach to supporting students of refugee background 2nd 
Edition (updated 2016) (SIFR) recognises that the pre-arrival experiences of many students from refugee 
backgrounds includes disruptions to education and experiences of violence and other traumatic events, and 
that this adds considerable complexity to mainstream education settings and teaching practice.  
 
Foundation House has continued to develop the SIFR resource for school-based professionals providing a 
range of tools and strategies for working with students and families from refugee backgrounds that 
complement the best-practice standards currently used by teachers for all students in Victorian schools.  
 
Surveys and focus groups with teachers and school leaders have identified opportunities for SIFR to be re-
developed into a suite of readily accessible resources, which will provide multiple entry points for learning 
amongst school staff and other professionals supporting students from refugee background and their 
families. 
 
The SIFR re-development project will ensure that the SIFR resource is flexible and more readily able to 
address the needs of various audiences within the education system. The re-development encompasses 
producing a suite of resources which cover a range of formats targeting specific audiences.  
 
The re-development will occur over four stages: 
• Stage One: update, edit and rewrite the current SIFR resource (Parts 1 and 2) and categorise i t 

into new modules informed by Foundation House’s Recovery Goals. (Completed August 2018) 
• Stage Two: Selected content of Stage One formatted into a web-based resource. (The 

development of Stage One provides content for Stage 2) 
• Stage Three: Produce a suite of Desktop Guide resources which correspond with SIFR modules.  
• Stage Four: Produce posters, and other resources to promote program support and engagement 

Position Summary 
The Project Writer will complete: 

 Stage One of the re-development of SIFR, entailing the rewriting and creative editing of the SIFR 
content.  

 Where necessary, write adapted content for stage two suitable for formatting for web-based 
resource.  

These tasks will be undertaken in collaboration with the School Support Program’s Senior Professional 
Learning Officer and the Resources Development Officer, while reporting to School Support Program 
Coordinator. 

Scope & Dimensions: 
Reporting lines:  
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Key Responsibilities 
Key Responsibility 

Content Planning 
Read and become familiar with SIFR content to obtain an understanding of the material and the 
requirements of the project.  

 Review and obtain understanding of the VFST Integrated Trauma Recovery Framework  

 Review and obtain understanding of a whole school approach framework. 

 
Content Analysis 
Critically review and analyse SIFR content in collaboration with SSP project team 

 Throughout the project, consult and collaborate in the development of new content  

 Consideration of user feedback previously obtained 

 Identify how SIFR will meet the identified needs of users 

 Develop content framework/outline for modules and on-line content 

 
Content Development 
Edit, update and write content for parts 1 & 2 of SIFR, categorising into modules that align with the 
VFST Integrated Trauma Recovery Framework 

 Collaborate with SSP staff on formulation of layout and design 

 Shape content and activities for teacher audience based on best practice  

 Where necessary write adapted content for on-line resources (based on content analysis)  

 

OHS 
Actively contribute to health and safety at Foundation House by being aware of safety policies and 
procedures and consciously applying these every day to ensure the health and safety of our 
workplace.  

 

Sector Development 
and Partnerships 

Manager

School Support 
Program 

Coordinator

Senior PL Officer

Resource 
Development 

Officer

School Support 
Officers 

(development) x 2

School Support 
Officers (RESP) x 5

Sector Development 
& Policy Advisor

Senior Content 
Writer (6 months)
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Personal Attributes 
You will be an excellent organiser, with the ability to work independently, and collaboratively within a 
project framework.  You will maintain a high standard of work, with excellent attention to detail and high 
levels of accuracy in all aspects of your work. 

Selection Criteria 

Qualifications: 

Tertiary qualification in arts, writing and editing, education, social work, community development or a 
related field. 

Skills & Knowledge 

Essential 

 Expertise in editing and writing materials to a professional standard. 

 Demonstrated ability to work independently, and prioritise tasks and meet project based deadlines. 

 Highly developed analytical skills and attention to detail 

 Highly developed written communication and word processing skills (ideally in MS Word)  

 Advanced proficiency in writing both hardcopy and online formats 

 Understanding of issues facing children and young people from refugee backgrounds and their 
families 

Desirable 

 Demonstrated instructional design skills in developing educational resources  

 Experience producing print-ready material 

 Good working knowledge of adult learning principles to inform resource development 

 Familiarity with VFST Integrated Trauma Recovery Framework (VFST 2016) 
 Knowledge of education sector and educational resource trends  

Conditions of employment 
 VFST promotes the safety and well-being of children 

 A satisfactory police check, WWCC will be required of the successful applicant.  

 The position is in accordance with the Victorian Foundation for the Survivors of Torture Enterprise 
Agreement 

Approval and Acknowledgement 
 

Date PD last reviewed: January 2018 

PD Approved by: Manager, Sector Development & Partnerships 

Date of approval: 8 January 2018 

 


