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Welcome 
As an internationally recognised, member-based, not-for-profit organisation the Community 
Broadcasting Association of Australia (CBAA) champions community broadcasting by building 
stations’ capability and by creating a healthy environment for the sector to thrive.  
 
Community broadcasting is a vital part of the Australian media landscape. The CBAA’s 270+ 
member stations broadcasting across Australia play an important role in providing a voice for 
communities that aren’t adequately serviced by other broadcasting sectors. These include: 
 

• Indigenous Australians 
• Ethnic communities 
• Educational services 
• Religious communities 

• Reading services for print disabled 
communities 

• Music, arts and cultural services 
• Youth and seniors’ communities 

 
These community broadcasting services: 
 

• Provide a diverse range of viewpoints that enrich the social and cultural fabric of Australian 
society and contribute to public interest outcomes 

• Promote the identities of local communities and contribute to social inclusion 
• Provide opportunities for participation in free-to-air public broadcasting and content 

production 
• Contribute to media diversity 
• Generate a high level of local content 
• Provide a unique range of services and programs 

 
The CBAA works hard to maintain very high levels of member satisfaction. 83% of stations report 
that they are ‘satisfied’ or ‘extremely satisfied’ with the CBAA, compared to an average of 58% in 
other Industry Bodies.  
 
 
The following pages describe our expertise and how this is applied to developing community radio 
station capability and ensuring that there is an optimal environment for the sector to thrive. 
 

Our invitation 
 
As you read this profile and obtain a better understanding of our organisation, we invite you to 
consider how you could be involved.  
 
We look forward to your engagement and participation in our activities. 

Jon Bisset 
Chief Executive Officer 
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About the CBAA 
Our History 
Born from the desire to establish support for radio services run by independent, non-commercial 
community groups, the CBAA (initially the PBAA, with the P standing for Public) was formed by a 
small group of enthusiastic radio makers at a conference in Sydney in 1974, and has expanded every 
year since. 
 
Created to give a voice to those not otherwise heard on air, such as ethnic, Indigenous and other 
minority groups, as well as independent local music, the CBAA has always prided itself on 
maintaining a diverse sector, driven by volunteers and community-minded individuals. 
 

Organisational Structure 

The CBAA is a cultural organisation established for the promotion of community broadcasting 
including both radio and television. 
 
The CBAA is a company limited by guarantee and is registered as a charitable institution. 
The CBAA operates the CBAA Public Fund which has DGR Status. 
 
A copy of the CBAA Constitution is available on the CBAA website. 
 

Governance and Management 
As governing body of the CBAA, the Board provides oversight within the framework of relevant 
legislation (including the Corporations Act) and the CBAA Constitution. 
 
The responsibilities of the Board include setting and reviewing the CBAA strategic direction, 
monitoring organisational performance, appointing the General Manager, and deciding on key policy 
positions to take on behalf of the community broadcasting sector. 
 
The Board consists of up to eight directors. Profiles of our current board members and the 
procedure for appointing directors can be found in the CBAA Constitution. 
 
The CBAA has offices in Sydney and Melbourne. 
 
The CBAA’s team is led by the Chief Executive Officer, Jon Bisset. Jon has over 20 years’ experience  
with some of Australia’s finest non-profit organisations covering professional services, health and 
ageing, business events, sport, media, technology, fundraising, and association management. 
 

Membership 
At present the CBAA has over 290 member stations who are actively broadcasting nationwide. 
The CBAA's members include 88% of Australia's permanently licensed community radio stations. 

  

http://www.cbaa.org.au/sites/default/files/CBAA%20Constitution%202009_Approved%2021%20November%202009.pdf
http://www.cbaa.org.au/sites/default/files/CBAA%20Constitution%202009_Approved%2021%20November%202009.pdf
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About the Community Broadcasting Sector 

The Australian community broadcasting sector is 
recognised internationally as one of the most successful 
examples of grassroots media.  
Community broadcasting is Australia's largest independent media sector, with 460 independent 
community owned and operated broadcasting services, including radio and television stations and 
remote Indigenous services. The national radio audience reach is estimated at more than 5 million 
per week. 
 
Australia's first community radio station was Radio Adelaide (5UV), licensed in 1972.  The sector has 
developed rapidly over its 40 year history. There are more than 360 community radio licensees 
located around Australia. Community radio stations operate in towns and cities across Australia with 
the largest proportion located in regional areas (41%), a further 25% in rural areas and 34% across 
metropolitan and suburban locations.  
 
Stations provide news, information, cultural content and entertainment to serve the many needs and 
interests of local and/or specific communities of interest and broaden the media choices available to 
all Australians. This includes youth, senior citizens, arts, fine/specialist and Australian music, 
education, sport and other specialist interests, as well as providing specific services for ethnic, 
Indigenous, religious communities and people with vision impairment. 
 

CASE STUDY 

Radio Dungog is the only radio station based in the Dungog Shire in NSW. Local news and 
information is rarely broadcast by commercial or public stations based in Newcastle (85-100kms 
away). During severe weather events in early 2013, Radio Dungog worked with the State 
Emergency Service to provide locally relevant emergency announcements about road closures and 
flood heights. Partially because of the importance of reaching the community in times of natural 
disaster, Radio Dungog is looking to relocate its transmission facilities and upgrade equipment so it 
can reach the whole of Dungog Shire. It is doing so with the support of the local Shire and 
emergency service organisations. 

 
Community media distinguishes itself from other media by actively promoting access and 
participation in the processes of media operations, administration and production. Community 
broadcasting is volunteer-driven, with almost 20,000 volunteer broadcasters and support staff 
helping to deliver media 'for the people by the people'. The sector provides invaluable opportunities 
for community access, participation, training, experimentation and innovation in radio and television 
production. 
 
  

http://radio.adelaide.edu.au/
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Strategic Objectives 

The CBAA’s Mission is to champion community 
broadcasting by building stations’ capability and 
creating a healthy environment for the sector to thrive. 
In order to work towards our mission, the following strategic objectives will underpin everything we 
do throughout 2018. 

 

Supportive Environment 
BUILD A HEALTHY ENVIRONMENT IN WHICH COMMUNITY BROADCASTING CAN THRIVE  
 

a) Nurturing a supportive political environment.  
b) Influencing public policy through leadership and research.  
c) Developing and maintaining internal and external sector relationships and networks.  
d) Raising public, community and social awareness of community broadcasting.  
e) Recognising and celebrating community broadcasting. 

 

Capability and Sustainability of stations 
GROW THE CAPABILITY AND SUSTAINABILITY OF STATIONS  
 

a. Providing stations with programming and with content development guidance and 
support.  

b. Cementing the CBAA as the go-to source for information, knowledge and advice.  
c. Developing and providing infrastructure and solutions to scale.  
d. Strengthening the skills and knowledge of station communities.  
e. Helping stations and their communities find, learn from and support each other. 

 

CBAA Viability and Growth 
STRENGTHEN THE CBAA’S CAPACITY TO PROVIDE LEADERSHIP 
 

a. Ensuring the CBAA is financially well managed with strong systems, policies, and 
processes underpinning governance and accountability.  

b. Fostering a positive, high performing and engaging working environment.  
c. Diversifying financial resources by establishing and growing new income streams.  
d. Facilitating productivity, collaboration and efficiency through information and 

communications technology. 
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Position Description 

SUPPORT OFFICER 

 

Purpose 
This purpose of the Support Officer role is to provide superior service to CBAA members / 
subscribers and prospective members and to assist CBAA in the provision of support to members / 
subscribers in adherence with established CBAA practices. The role will assist CBAA in providing a 
service that is responsive to the needs of members / subscribers. 
The role primarily works with members / subscribers, Marketing & Engagement team, other internal 
service providers and external contacts such as service providers, members and subscribers. 
 

Principal Accountabilities 

Triage duties • Respond to all member/non-member enquires, in person, by 
telephone and through written correspondence. 

• Initial triage of enquiries including assessing the urgency of a request 
and referring the caller to the relevant subject matter expert or 
arranging a call back if needed. 

• Escalate issues where appropriate. 

• Provide first level advice to members based on CBAA policy, 
processes and ways of working. 

Member Support • Treat all members courteously and with respect. 

• Establish and maintain members on the member management 
system. 

• Project a professional telephone manner at all times. 

• Processing new member applications and managing membership 
changes. 

• Respond to member requests in a timely manner. 

• Elicit feedback from members to monitor their satisfaction. 

• Consider both short and long-term interests of the member in 
making service and triage decisions. 

• Proactively identify member needs. 

• Take responsibility to resolve member challenges and manage 
administration of relevant services to address them. 

• Follow up on services provided to members to ensure satisfaction. 

• Assist staff in providing a service that is sensitive and responsive to 
the needs of members. 

• Ensure relevant records and files are maintained to a high standard 
and that member confidentiality is maintained at all times. 

Advice & Guidance • Providing advice and guidance to the organisation regarding 
members/station issues on an ongoing basis to ensure transparency 
and open communication at CBAA.  

• Identify approaches to supporting members and stations that 
leverage CBAA’s connections and resources and provide economies 
of scale and value to users. 
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Research and 
Recommendations  

• Provide guidance and support to CBAA in determining and 
recognising future needs for station and member support. 

• Contributing to monitoring of latest broadcasting practices, issues 
and trends to ensure CBAA is at the forefront of broadcasting. 

Relationship 
Management  

• Engagement with internal and external contacts, industry bodies, the 
community and internal staff as needed. 

• To forge long-term mutually beneficial relationships with current and 
prospective service providers to be effective in acquiring support for 
CBAA’s members and future sustainability.  

• To nurture and maintain existing relationships for future growth and 
development of CBAA.  

 

Member of the Team  • Be supportive and encourage others in the team. 

• Help to build co-operation by setting an example and showing a 
flexible responsive and adaptable approach to delivering personal 
team tasks and results. 

• Contribute to building team morale as an active participant, e.g.: 

o Acting as a role model to less experienced team members, 

o Covering for team members work during absence, 

o Actively supporting team members and 

o Actively participate in and promote team work and assist various 
team members as required. 

Results Focused • Setting high standards of performance for self and others; assuming 
responsibility and accountability for successfully completing 
projects/assignments or tasks as required. 

• Contributing to reporting to the CBAA Marketing & Engagement 
team, CBAA management and board. 

Organisation, Time 
Management and 
Planning 

• Plan, prioritise and organise own and others work or resources to 
achieve agreed objectives.    

• Decide when and how to respond to requests for information or 
assistance. 

• Organise meetings and resources as required. 

• Multitask as required. 

• Check own work to ensure accuracy and thoroughness. 

Industry Presence • Representing CBAA at events as necessary, growing appropriate 
strategic partnerships, networks and industry contacts. 

• Attendance / participation at relevant conferences, industry events, 
forums, associations and CBAA events to actively promote CBAA as 
required. 
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Person specifications 
Key Skills & Competencies Required 

• Tertiary qualifications in broadcasting or equivalent work experience 

• Previous experience in a similar role 

• Exceptional commitment to client service  

• Ability to work closely and collaboratively with colleagues and build rapport with key 
stakeholders  

• Proactive approach to problem solving 

• Commitment to teamwork 

• Demonstrated relationship management 

• Excellent verbal and written communication 

• Experience within the Not-for-Profit community based or membership based organisations 

• Demonstrated ability to work efficiently and autonomously 

• Results focused 

• Ability to provide and maintain quality service and portray a professional image on behalf of 
CBAA at all times 

• Working knowledge of Microsoft Word, Excel, PowerPoint and Outlook 

• Understanding and familiarisation in the utilisation of databases 

• Eligibility to work in Australia on a permanent basis 

• Willingness to work outside standard hours when required, specifically where workload or 
deadlines required 

• Familiarity with community broadcasting operation and issues in Australia e.g. diversity of 
community broadcasting landscape including radio and television and their rural and remote 
demographics 

• broadcast technology knowledge desirable 

 
 
 
 

  

Other Accountabilities • EEO and WH&S – responsible for ensuring compliance with all Equal 
Employment Opportunity and Workplace Health & Safety 
requirements and keeping the workplace safe and hazard free at all 
times. 

• Responsible for ensuring CBAA is promoted in a positive manner at 
every opportunity. 

• Other reasonable duties as required referable to the role of Support 
Officer.  
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How to apply 
For full details of the role and to download the candidate pack, please visit our website. Candidates 
should provide a cover letter, CV, and responses to the specification criteria provided above. All 
applications should be emailed to jobs@cbaa.org.au  
 

 
Contact Information 
For an informal conversation about the role, please call or email: 
 
Helen Henry, Senior Manager Stakeholder Engagement 
T: 02 9310 2999 
E: office@cbaa.org.au 
 
If you require any further information, please visit our website www.cbaa.org.au or contact us on 02 
9310 2999 

mailto:jobs@cbaa.org.au
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