
 
 

  

POSITION DESCRIPTION 

Vacancy: Corporate Affairs Manager 

Reporting to: Director Corporate Services and Corporate Affairs 

Reporting structure: 

• Chairman 
• Board 
• CEO 
• Director Corporate Services and Corporate Affairs 
• Direct report: N/A 

The ARA also has a Communications and Events Officer who will support this role, but not report to it.  

Core hours: 8.30am – 5pm (with minimum 30 minutes for lunch) 

Other benefits: 

• Fully subsidised car parking in the Brindabella Business Park 
• Mobile phone and laptop computer for work-related use 
• Professional development opportunities 
• Flexible work arrangements 

INTRODUCTION 
 
Rail is at the heart of more liveable cities and connected regions. The ARA champion the benefits the industry 
delivers and work with our members to support greater use of safe, sustainable and efficient rail services. 
We are the peak body for the rail sector in Australia and New Zealand, and advocate for more than 170 
member organisations across the rail industry. 
 
Our members include every aspect of the rail industry, including: 

• The passenger and freight operators that keep essential rail services moving 
• The track owners, managers and contractors that deliver a safe and efficient rail 

infrastructure network 
• The suppliers, manufacturers and consultants that drive innovation, productivity and 

efficiency in the rail industry 
 
We believe the rail industry has a crucial role to play in the region’s sustainable development and growth, 
and know that the industry offers meaningful and rewarding careers for tens of thousands of people in the 
regions. 
 
Our significant program of work is focused on supporting a strong advocacy agenda, and creating 
opportunities for the rail industry to network, collaborate and share information, and to maximise the 
benefits we have to offer the wider community. 
 
 
 
 



 
 

  

THE ROLE 

Collaborate across the business to align messages and manage issues. Produce content for digital and print 
including media releases, thought leadership, social media and other communications materials. 

MAIN DUTIES 

The Corporate Affairs Manager plays a key role in building and maintaining the ARA’s brand position and 
reputation, while supporting our member engagement. You will be responsible for ensuring a consistent 
industry voice across the ARA’s communications and engagement activities to support the delivery of our 
strategy.  

With a strong focus on writing and editing, you will implement our media engagement and communications 
strategy to support the ARA’s advocacy agenda. 

The Corporate Affairs Manager is responsible for: 

• Implement external communications strategies, including media engagement and issues 
management 

• Develop media releases and pitches to support the ARA’s advocacy agenda 
• Write op eds and thought leadership articles to highlight issues of importance to ARA members, in 

line with the ARA’s strategy 
• Manage and write member communications, including oversight of the ARA’s Weekly Update e-

newsletter  
• Manage the ARA’s social media strategy, including day-to-day coordination of the digital content 

plan and the development of original content, with the support of the Communications and Events 
Officer 

• Manage the ARA website and associated digital assets to a high standard, with the support of the 
Communications and Events Officer, ensuring content is kept up to date and remains in line with 
brand guidelines 

• Support ARA programs and events by developing and overseeing targeted communications and 
engagement plans 

• Develop communications materials and marketing collateral in line with our brand guidelines as 
required 

• Work with external suppliers such as graphic designers and web developers as required 
• Other duties as required 

The Communications and Events Officer will prepare marketing EDMs and assist in the development of 
materials for the Weekly Update e-newsletter, under guidance from the Corporate Affairs Manager.  

  



 
 

  

SELECTION CRITERIA 

To be successful in this role, you will have: 

• University qualification in communications, marketing or a related discipline 
• Minimum of seven years’ experience in a similar role 
• Outstanding writing skills, with a genuine interest in developing a wide range of content  
• Proven ability to deliver communications plans to a high standard, with measurable results 
• Proficient in Microsoft Office suite 
• Ability to work with third party providers such as graphic designers and website developers to deliver 

high quality materials in line with brand guidelines 
• Some experience in InDesign is preferred  
• Demonstrated success working in a team environment, with strong interpersonal, written and 

communications skills. 

 

PERSONAL ATTRIBUTES 

• Strong sense of integrity and accountability 
• Team player, with an ability to establish strong working relationships 
• Initiative and drive 
• Excellent written and interpersonal communications skills 
• Ability to get across complex issues quickly and manage communications tasks spanning a wide range 

of issues 
• Excellent organisational skills  
• Ability to manage competing demands in a deadline-driven environment 
• Ability to  professionally and confidently interact with external stakeholders, including members, 

industry stakeholders and suppliers 
• Good attention to detail and commitment to maintaining a high standard of work at all times 


