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POSITION DESCRIPTION         
 

1. POSITION DETAILS 

 
Position Title: Senior Research Officer 
 
Division: Chief Operations Office 
 
Unit: Strategy & Urban Analytics 
 
Management Level: Worker 
 
 

2. ORGANISATIONAL RELATIONSHIPS 

 
Position Title of Supervisor:  
 
Research Manager 
  
Titles of Positions which report to this position: 
 
None 
 
Contractors for which this position is responsible: 
 
Contractors / consultants may report directly to this position, as required. 
 
 

3. PRIMARY PURPOSE OF POSITION 

 
The position of Senior Research Officer is an integral part of a highly 
motivated unit that is implementing the City’s Community Strategic Plan; is 
developing the Economic, Social, and Cultural and Environmental Strategies 
for the City; and is actively engaging with stakeholders to deliver on strategic 
initiatives.  
 
This position will form an essential part of the Research Team that will collect 
and maintain data, and undertake analysis, research and reporting of the City 
of Sydney’s Community Wellbeing Indicators.   

The primary purpose of this position is to; 
 

 Manage the collection of a range of social, economic, environmental, 
cultural and governance data as required to inform the development of 
City policies and strategies and to populate the Community Wellbeing 
Indicators; and 

 Manage the City of Sydney Wellbeing Survey; and 

 To analyse and report on the social, economic, environmental, cultural 
and governance indicators, and other data sets, for the City and to 
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apply the data to the requirements of the Community Strategic Plan; 
and 

 To present the indicators and associated research to various Council 
Business Units as per the requirements of the Community Indicators 
framework; and 

 To promote and maintain stakeholder relationships with various internal 
and external stakeholders; and 

 To maintain, update and monitor the data as required by the 
Community Indicators framework; and 

 To provide specialist strategic research for the Strategy & Urban 
Analytics Unit’s strategy and policy development. 

 

4. POSITION OBJECTIVES 

 

The Chief Operations Office has a complex and challenging agenda of change 
to be progressed in upcoming years, and is also responsible for implementing 
Council’s corporate commitment to economic, social, environmental and 
cultural strategy development. 

The goal of the Strategy & Urban Analytics Unit is to provide a strategic 
framework for Council’s role in promoting economic, social, environmental and 
cultural development, and actively assist stakeholders to achieve strategic 
outcomes.  The Strategy & Urban Analytics Unit is also the primary strategic 
research centre for Council. 
 
The major objectives to be achieved by the Senior Research Officer are; 
  

 To efficiently manage and maintain the Community Wellbeing 
Indicators and provide accurate and timely analysis and reporting of 
the information held in the indicators set, and; 

 To identify and collect data from various business units within Council, 
as well as external sources relating to the Community Wellbeing 
Indicators, for the Strategy & Urban Analytics Unit, the Chief 
Operations Office Division, Community Strategic Plan, other Council 
Business Units, and the wider public as required; and 

 To liaise with internal and external stakeholders and maintain 
relationships; and  

 Manage the successful completion of the preparation, fieldwork and 
validation components of the data collection for the Community 
Wellbeing Indicators, including the Wellbeing Survey, when appropriate; 
and 

 Maintain high levels of analytical skills to enable the effective 
dissemination of data and reports; and 
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 Promote the Community Wellbeing Indicators and associated data sets 
to internal and external stakeholders through presentation of data and 
ongoing relationships; and 

 To be held accountable for working conditions under the control of the 
position and for detecting any unsafe or unhealthy conditions or 
behaviour and to take immediate steps to investigate and rectify and 
risks to health, safety and welfare arising from any activity. 

The City of Sydney aims to develop a competitive workforce culture and work 
performance, based on values, which include: 
 

 Integrity and professionalism; 

 High competency levels; 

 Team work, innovation and willing participation; 

 High quality outputs and customer service; 

 Acknowledgment of the contribution each person makes; 

 Consultation on workplace change; and 

 Respect for the individual. 

 

5. POSITION ACCOUNTABILITIES 

 
The major accountabilities and tasks to be achieved by the Senior Research 
Officer are: 

 

 Through the provision of research and data analysis, assist in 
developing strategic planning policies and development guidelines on 
all economic, social, cultural and environmental matters that affect the 
growth, development and improvement of the City that arise from the 
Community Indicators, with particular emphasis on the needs of the 
Community Strategic Plan; 

 Manage the City of Sydney Wellbeing Survey, and incorporate results 
into the Community Wellbeing Indicators;  

 Analyse data, prepare reports and initiate research using the 
information collected from the Community Wellbeing Indicators Project; 

 Negotiate with internal and external stakeholders with regard to their 
needs arising from the Community Wellbeing Indicators Project, and the 
needs of the Project from those groups; 

 Provide general assistance to other staff within the Strategy & Urban 
Analytics Unit; 
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 Provide information on the progress of the City of Sydney arising from 
the Community Wellbeing Indicators Project, through briefings, 
presentations and reports, as well as the regular updating of Council’s 
Website; 

 Prepare briefs for consultants and effectively manage work 
programmes to ensure that financial budgets and timetables are 
adhered to and required outcomes are achieved, when appropriate; 

 Write and present reports to Council’s committees, Council, the CSPC 
and to formal Briefings of these bodies; 

 Represent Council on external committees, working parties and public 
meetings, when appropriate; 

 Assisting in the development and maintaining the Strategy & Urban 
Analytics Unit’s Research Information systems; 

 Maintaining Council as a centre of excellence in strategic planning and 
research; 

 Promoting and providing information about research in the City of 
Sydney; 

 Assist in research, analysis and reporting of the data from the City of 
Sydney’s five-yearly Floor Space and Employment Survey, where 
appropriate; 

 Communicate effectively with internal and external stakeholders using 
judgement, professional expertise and appropriate discretion to 
negotiate, mediate and resolve conflicts where required; 

 Responsibility for fostering an environment in which empowerment and 
consultation are the norm; 

 Adhere to all relevant Council policies and procedures; 

 Provide advice in research project and questionnaire design across the 
organisation; 

 Identify the issues and concerns of Councillors, residents, businesses 
and visitors and ratepayers to ensure they are addressed in line with 
the City's strategic direction; 

 Preparation and compilation of Council held data and analysis as 
requested by internal and external customers; 

 Manage and supervise resources and consultants as required; 

 Comply with and keep abreast of any relevant legislation applicable to 
the performance of the duties of this position; 

 Other related duties as directed. 
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6. WORK, HEALTH & SAFETY RESPONSIBILITIES 

 

Workers have an active role to play in the Safety Management System (SMS). 
Workers have the following responsibility, authority and accountability: 

 Working safely so as not to put yourself or others at risk 

 Stopping work in circumstances that are deemed an immediate risk to 
health and safety until a satisfactory solution is agreed/implemented 

 Cooperating and complying with safe work method statements, policies 
and procedures and participating in their development 

 Reporting all accident, incidents and hazards to your supervisor 
immediately and participating in accident/incident investigation and risk 
management activities 

 Attending WHS training 

 Complying with the requirements of the City’s Return to Work program 
 

A full list of WHS responsibilities and accountabilities are available within the City’s 

SMS document; Responsibility, Authority and Accountability (RAA) Matrix. 

7. AUTHORITY TO ACT 

 

o This is a senior position and a high degree of initiative and responsibility is 
expected.  The Senior Research Officer is expected to initiate 
improvements to the City’s research database systems without direct 
supervision and supervise major research projects such as the City of 
Sydney Wellbeing Survey. 

 

 The incumbent has the authority to take any reasonable steps to ensure 
that the smooth flow of operations is maintained providing the actions are 
consistent with the responsibilities of the position and subject to any 
limitations, corporate policies, procedures or safe work method statements. 

 

 All personnel have the power to stop work in circumstances that are 
deemed an immediate risk to health and safety until a satisfactory 
resolution is agreed / implemented. Such circumstances may include life 
threatening situations or those that could result in loss of limb or other 
significant lost time injury. 

 
 

8. SELECTION CRITERIA 

 

Essential Criteria 

 An undergraduate degree in Planning, Urban Geography or similar. 
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 A demonstrated capacity to apply quality analytical skills to a range of 
economic, social, cultural, environmental and urban planning issues. 

 Demonstrated experience in large scale data collection and data 
management. 

 Demonstrated experience in the application of data in report writing. 

 Demonstrated experience in the application of data in presentation skills. 

 Demonstrated experience in the use of Community Indicators, including 
data capture, management, analysis and reporting. 

 Good interpersonal and communication skills, the ability to build and 
maintain relationships, provide clear advice, negotiate effectively, and 
interact with a broad range of staff, the private sector and other 
stakeholders.  

 High level Microsoft Excel and Microsoft Word skills.  

Desirable Criteria 

 A good working knowledge of Microsoft Access, SPSS or equivalent, 
and Geographic Information Systems (GIS), specifically ArcGIS. 

 Good ability to reason conceptually, and readily acquire and apply 
new information to make clear decisions and resolve problems. 

 Very strong time management skills, in particular an ability to think 
broadly and balance competing priorities in a complex and high 
volume work environment. 

 Capacity and willingness to work as part of a team. 

 Demonstrate a commitment to Equal Employment Opportunity, 
Occupational Health and Safety and Cultural Diversity principles. 

 


