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POSITION DESCRIPTION 
June 2021 

  
Position  Communications Coordinator  
Program Stream  Strategy, Advocacy and Community Engagement  
Exemption  VCAT Exemption No. H119/2017 (subject to Equal Opportunity Act 

2010)   
Reports to  Communications Manager  
EA 2017 Classification   Level 5  
Located  Women’s Health West, 317-319 Barkly Street, Footscray Vic 3011  

 
WHW’s Values   

• Freedom: We centre freedom from oppression, discrimination, and violence in all our 
work. We take aim work in ways that promote freedom, and we take responsibility for our 
work and our actions. 

• Connection: We focus on connection to ourselves, each other, our clients, the 
community, the land, and the environment. Connection is key to achieving our purpose. 
We believe in the strength of belonging, of being inclusive and in working together to 
achieve change.  

• Resistance: We uphold human rights and in solidarity, work together to challenge 
injustice and transform lives for the better.  

• Love: We practice fierce, revolutionary love. We treat each other with respect, kindness 
and compassion and are committed to creating an environment where all feel seen, 
heard, and valued. 

• Creativity: We embrace creativity and curiosity. We reflect, ask questions, listen, and 
enjoy learning. When times are challenging, we look for opportunities to learn and to 
grow. 

 
Organisational Context  
Women’s Health West (WHW) is the gender equity agency for the western metropolitan region 
of Melbourne. Our programs and services are for designed to redress gender inequity and 
benefit victim-survivors of family violence in Melbourne’s west. Our efforts are ultimately about 
supporting our communities to lead safe and healthy lives, and on changing the conditions that 
cause and maintain gender inequity.  
 
Position structure 
The communications coordinator is positioned within the SACE communications team which 
provides cross organisation communication services. The communications coordinator reports to 
and works closely with the communications manager, as well as work alongside the other members 
of the communications team and internal and external community members. 
 
Position Purpose  
The purpose of the communications coordinator role is to develop and implement the internal 
communications plan, and to contribute to the development of a high-quality external 
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communication activities. To deliver these activities in creative ways to ensure staff are well 
connected and informed, and to enhance public understanding of Women’s Health West’s 
programs and services. 
 

Position Responsibilities  
The communications coordinator is responsible for contributing to the implementation of 
Women’s Health West’s external communications and advocacy strategy and internal 
communications plan. To develop and maintain relationships with donors, members, 
subscribers and external agencies. The communications coordinator will also contribute to 
processes that ensure collaboration and integration across and between WHW’s programs and 
services, to achieve organisational goals and objectives. 

Key result areas and responsibilities  
1. Contribute to the development and delivery of high-quality external communications 

activities – including planning, implementation, monitoring and review of activities 
specified in the WHW external communications and advocacy strategy.  

• Coordinate the organisation’s design requirements that includes undertaking inhouse 
design work and coordinating the outsourcing of design work to an external designer 
to develop new resources and refresh existing content.  

• Support the implementation and review of the organisation’s brand guidelines to 
ensure that all materials and resources are in line with the guidelines.   

• Work to embed a digital-first approach to communications materials, ensuring 
materials are accessible in a digital format primarily, as well as in print as required.  

• Support the delivery of annual campaigns in collaboration with the communications 
manager and relevant teams and streams.   

• Participate in the development, delivery and success of Women’s Health West’s 
digital communications activities, including our website, social media channels and 
enewsletter.  

• Support the production of WHW’s key printed communications materials in 
collaboration with relevant streams.  

• Resource and support the organisation, promotion, delivery and evaluation of 
WHW’s events, including the Annual General Meeting and International Women’s 
Day.  

• Support the strengthening of WHW’s profile, reputation and relationships, by actively 
participating in sector-wide communications groups and forums, and working with 
and across a range of partnerships, community groups and staff teams.  

  
2. Contribute to the development and delivery of WHW’s internal communications plan, 

ensuring staff are well-connected to one another and are provided with organisational 
information in a timely and accurate way.  

• Support the development, upkeep and evaluation of a new intranet website 
• Support the delivery of internal events and whole-of-staff initiatives.  
• Work alongside other members of the communications team, as well as with the 

business operations and people and culture streams to take a creative approach to 
ensuring staff are provided with opportunities to get to know each other, collaborate 
and enhance their wellbeing.  

• Work closely with staff from the business operations and people and culture streams 
to ensure staff are provided with timely, accurate organisational information.  

  
3. Contribute to the development and achievement of team and organisation goals 

through regular supervision and participation in professional development activities.  

• Engage in activities and behaviours that actively promote the development of a 



women’s health west – equity and justice for women in the west 
3  

respectful and collaborative organisational and workplace culture, consistent with the 
values of the organisation and the expectations of WHW’s strategic plan.  

• In collaboration with the communications manager, participate in the development, 
monitoring and review of a clear work plan that sets out objectives, activities, and 
desired outcomes.   

• Participate in regular supervision and annual appraisal to discuss work performance, 
and professional development.  

• Identify professional learning and development opportunities and participate in 
professional development training and activities, in tandem with the communications 
manager.     

• Participate in induction processes and probationary reviews as required.  
• Participate in the recruitment and orientation of SACE staff.   
• In collaboration with SACE team colleagues, coordinate, develop content for and 

deliver team development activities.  
• Role model respectful and professional behaviour within the work environment at all 

times including displaying initiative, openness, honesty, genuineness and 
transparency.  

  
4. Contribute to processes that ensure collaboration and integration across and 

between WHW programs and services to achieve organisational goals and objectives.  

• Participate in a culture of collective learning and collaborative work practices, 
including respectful and positive communication within the team, stream and 
organisation.  

• Actively participate in team, program, stream and staff meetings, working groups and 
committees, and stream planning days.  

• Actively participate in cross team and cross-stream mechanisms designed to 
facilitate links within and between the communications team, SACE and the whole 
organisation, ensuring that collaboration is embedded in all aspect of WHW’s 
operations.  

• Participate in organisational continuous quality improvement and risk management 
frameworks.  

• Engage in and, where appropriate, contribute to, organisation-wide strategies, plans 
and events to enhance WHW’s reciprocal engagement with our clients and 
communities, and the reconciliation action plan.  

• Collaborate with WHW colleagues to identify current and emerging trends that 
impact on their areas of responsibility and support appropriate knowledge transfer 
and translation into their programs, projects and services.  

  
Key Selection Criteria  
1. Relevant tertiary qualifications (such as communications, media studies, journalism, graphic 

design or a related discipline), or at least two years’ experience in a similar role. 
2. High level written communication skills, including the ability to write about complex topics 

and for diverse audiences. Excellent verbal communication skills and strong interpersonal 
skills. 

3. A good eye for design and layout, and a high level of attention to detail. 
4. Strong technical skills in digital and social media platforms including Facebook, Twitter, 

Mailchimp, SurveyMonkey and Monday.com. 
5. Experience in undertaking, supporting and delivering internal communications activities. 
6. Capacity to exercise initiative as well as to work effectively within a team environment. 
7. High level of computer literacy, familiarity with online best practice, and an interest in 

keeping up with new and emerging online software and tools. 
  
Desirable:   

• Ability to use Adobe Creative Cloud suite, particularly InDesign, Illustrator and 
Photoshop. 
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• Commitment to equity and justice for women, and a solid understanding of the drivers of 
violence against women. Demonstrated commitment to feminist practice and to fostering 
a culture of respect, collaboration and continuous learning.  

 
Performance monitoring  
An initial review of performance will be undertaken within six months of commencement, as per 
WHW’s probationary policy and procedure. Annual appraisals and support for development will 
relate to the key result areas above.  
  
Review of position description  
This position description will be reviewed biennially as part of the annual appraisal process, 
when the position becomes vacant, or as deemed necessary.  
  
Additional information about Women’s Health West   

1. Aboriginal and Torres Strait Islander women, and those who speak languages other than 
English, are encouraged to apply.  

2. Women’s Health West is a Child Safe Organisation and employment is subject to the 
satisfactory completion of a national Police Record Check and a Working with Children 
Check. An international police check is also required if you have lived or worked 
overseas for more than 12 months in the last 10 years.  

3. In the context of work health and safety, all employees are required to carry out their 
duties in a manner that does not adversely affect their own health and safety or that of 
others. All incidents and injuries must be reported, and staff must co-operate with any 
measures introduced in the workplace to improve WH&S.  

  
Further information  
If you have specific queries about this position, please contact the communications manager on 
(03) 9689 9588.  
  
To apply for this position, please send your written application responding to the key selection 
criteria, marked ‘Confidential’, to the address below. Please include three nominated referees, 
including your most recent line manager.  
  
Manager – Communications   
Women’s Health West  
317-319 Barkly Street  
FOOTSCRAY VIC 3011  
  
Email: recruitment@whwest.org.au.   
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