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Position Description 

including Selection Criteria 
 

General Information 

Position Title: Marketing and Communications Coordinator 

Award: 
Neighbourhood Houses and Adult Community Education Centres 
Collective Agreement 2024 

Position Grade: Community Development Worker (SCHADS), Level 4 

Position Type: Permanent part-time - 15 hours per week 

Reporting To: Operations Manager 

Additional Direction: The General Manager may also allocate and direct work at times 

Work with: 
Program coordinators; CCC staff and volunteers; partners, suppliers 
and other stakeholders. 

Work Schedule: Flexible Monday-Friday, primarily within CCC office hours 9am-4pm. 

 

Context 

Cheltenham Community Centre (CCC) is a significant focus of community strengthening in Melbourne’s 
southern metropolitan region through its education, childcare, health and wellbeing, inclusion, youth, 
recreation, food relief and community connection programs. As one of Victoria’s Neighbourhood Houses, 
CCC is committed to community ownership, participation, empowerment, access and equity, lifelong 
learning, inclusion, networking, advocacy, self-help and social action. 
 
CCC is an incorporated, not-for-profit organisation and registered training organisation. It employs a 
multidisciplinary team and works with a substantial volunteer workforce to deliver accessible programs and 
services for people from diverse cultural, language, ability, age and socioeconomic backgrounds.  
 

CCC’s main areas of activity include Adult Education and English as an Additional Language, Childcare, 
Health and Wellbeing, All Abilities programs, Holiday Activities, CCC Bolts Netball Club, Community Café, 
food relief, youth engagement and community events. 
 

CCC’s revenue includes government and philanthropic grants, service agreements and program fees. The 
Centre manages multiple concurrent funded projects, each with specific milestones, budgets, 
evidence, reporting and acquittal requirements. 
 

CCC and SCCC partnership 

Cheltenham Community Centre and Southern Community Church of Christ have worked in partnership 
since 1986. While CCC is a separate, incorporated and secular community organisation and SCCC is a faith-
based organisation, both share a commitment to strengthening, resourcing and supporting the wider 
community. 
 

Together, CCC and SCCC seek to enrich community life by providing access to a broad range of activities, 
programs, opportunities and resources for people of diverse backgrounds, abilities and interests. 
 

The partnership recognises and values the distinct contribution of each organisation, while encouraging 
respectful collaboration, clear communication and cooperation on shared operational, facility and 
community matters. 
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Role Overview 

The Marketing and Communications Coordinator coordinates and implements CCC's organisation-wide 
marketing and communications to increase awareness, enquiries, enrolments, participation and 
community connection. Reporting to the Operations Manager and working within organisational priorities 
set by the General Manager, the position creates practical, targeted marketing activity. The role combines 
planning, advice and analysis with hands-on implementation across website, email, social media, print, 
photography and short-form video. 
 

Role Scope and Program Responsibilities 
The Coordinator is responsible for the overall marketing plan, campaign coordination, channel selection, 
organisation-wide marketing systems and templates, specialist content production, paid promotion and 
performance analysis.  Program coordinators retain responsibility for program knowledge, accurate and 
timely source information, routine program updates, operational follow-up and approvals within agreed 
timeframes. Marketing priorities are coordinated with the Operations Manager, with direction also 
provided by the General Manager as required, and in consultation with program coordinators. 

 

Key Accountabilities 

Marketing planning and coordination 
• Develop, implement and review an annual Marketing and Communications Plan aligned with 

CCC's Strategic Plan, annual priorities and available resources. 

• Translate priority program needs into proportionate campaign briefs, schedules, target audiences, 
messages, channels and measurable outcomes. 

• Maintain an organisation-wide marketing calendar and coordinate dependencies, deadlines, 
approvals and delivery across program areas. 
 

Digital channels  
• Maintain and progressively improve CCC's website structure, priority pages, calls to action and 

accessibility, working with program staff to keep information accurate. 

• Apply practical search engine optimisation and improve user journeys from discovery through 
enquiry, booking or enrolment. 

• Coordinate CCC's social media presence and deliver agreed organic and paid campaigns, including 
targeting priority audiences and locations. 

• Maintain digital content schedules and create or coordinate reusable campaign assets across 
website, social media, email and print. 

 

Email marketing and audience development 
• Plan and deliver segmented email campaigns and newsletters. 

• Grow CCC’s subscriber base through improved subscription pathways. 

• Test subject lines, content, timing and calls to action where useful, and analyse open, click and 
conversion results. 

• Develop simple automated communications where these add value and can be maintained within 
CCC's available systems and resources. 
 

Brand, content and communications assets 
• Create and update priority brochures, flyers, advertisements, banners, presentations and other 

promotional material using consistent CCC branding and accessible formats. 

• Plan and capture suitable photography, testimonials and short-form video, including arranging 
external support when approved and required. 

• Maintain practical brand, voice, image, consent and file-management guidance and support staff 
to use approved templates consistently. 
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Targeted promotion and community reach 
• Develop targeted campaigns for priority programs, audiences and geographic areas, informed by 

community need, participation data and program capacity.  

• Promote programs, events, initiatives and fundraising through appropriate local and digital 
channels.  

• Identify and coordinate marketing and referral opportunities with councils, schools, 
neighbourhood houses, community services, local businesses and other relevant networks. 
 

Performance, evaluation and improvement 
• Establish agreed measures for priority campaigns and monitor relevant data such as reach, 

engagement, website actions, enquiries, bookings, enrolments and cost effectiveness. 
• Provide concise monthly reporting on delivery, results, risks and recommended improvements, 

and use findings to refine future activity. 
 

Coordination, compliance and teamwork 
• Work collaboratively with managers, coordinators, staff and volunteers to clarify responsibilities, 

coordinate marketing tasks and meet deadlines.  

• Verify program information, audience needs, permissions and approvals before publication, and 
communicate issues or proposed solutions in a timely way.  

• Manage marketing files, passwords, image permissions, brand assets and supplier records in 
accordance with CCC systems, privacy, child safety and recordkeeping requirements.  

• Coordinate approved suppliers and expenditure within delegated authority and budgets, 
escalating significant reputational, privacy, safeguarding or brand matters to the General 
Manager.  

• Participate in relevant meetings and contribute marketing knowledge, analysis and practical ideas 
to organisational and program planning.  

• Undertake other reasonable duties consistent with the purpose, skills and Level 4 classification of 
the position, as directed by the Operations Manager or General Manager. 
 
 

Key Performance Indicators 

1. Annual Marketing and Communications Plan developed and submitted for approval within the 
agreed annual planning timeframe, with implementation progress reviewed during the year and 
the Plan formally reviewed annually. 

2. Priority marketing campaigns delivered within agreed timeframes, with objectives, target 
audiences, channels and measures established for significant campaigns, and results reviewed 
against agreed outcomes including enquiries, bookings, enrolments and participation.  

3. Digital marketing channels maintained in accordance with agreed schedules, with priority website 
information reviewed regularly and identified high-priority updates completed within agreed 
timeframes.  

4. Email and social media activity delivered in accordance with the approved Marketing and 
Communications Plan and content schedule, with relevant reach, engagement, click-through, 
enquiry and conversion data monitored and used to improve future activity.  

5. Monthly marketing reporting provided to the Operations Manager by the agreed reporting date, 
summarising activity completed, campaign performance, participation trends, emerging issues 
and recommended actions.  

6. Marketing activity contributes to increased participation in CCC classes, programs and activities, 
with agreed baseline participation measures established for priority areas, changes monitored 
over time, and marketing approaches adjusted in response to results. 
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Working Relationships 

Who Purpose 

Operations Manager Line management, day-to-day work allocation, priority-setting, 
supervision and approval of work within delegated authority. 

General Manager Provides organisational and strategic direction, may allocate and direct 
work, and approves plans, budgets, sensitive communications and 
substantive organisational outputs as required. 

Program coordinators 
and CCC staff 

Program expertise, accurate and timely source information, program 
updates, capacity and enrolment context, fact-checking and approvals; 
collaborative campaign delivery. 

Volunteers, partners, 
suppliers and media 

Professional liaison, content and campaign coordination, and supplier 
management within the position's delegated authority. 

 
 

Organisational Values 

Value Behaviour examples 

Innovation and Creativity 
● apply new ideas 
● learn from mistakes and continuously improve 
● offer suggestions for improvement 

Organisational Vitality / 
Personal Growth 

● support/recognize the good efforts and achievements of others 
● seek opportunities to learn new skills and roles 
● learn about the broader organisation and contribute to its 

improvement 

Responsiveness 
● show genuine interest in helping the community 
● seek Community Centre members’ feedback frequently 
● work with the team and follow-through 

Leadership 
● communicate the vision and values through our actions 
● build the self-esteem of team members 
● be positive 

People Emphasis 

● treat people with respect, dignity and trust 
● learn to forgive others and move to improve CCC 
● focus on improving relationships with CCC team and community 

members 

Communication 

● share information in a clear, timely, relevant way with team members 
and community members 

● seek out information if we feel we don’t know 
● contribute information to team meetings 

Integrity 
● keep commitments - do what we say we are going to do 
● accept responsibility for what happens and what does not happen 
● be honest in all actions 

Participation 
● volunteer when opportunity arises 
● seek out opportunities to be involved in different areas of the Centre 

Commitment 
● continue learning at work 
● involve ourselves in the change and improvement process 

Competent People 
● believe that our people are good at what they do 
● know our process including, cost, key success factors and measures 
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Key Selection Criteria 

1. Relevant qualification and/or demonstrated experience in marketing, communications or a 
related field, including experience planning and implementing marketing activity across digital 
and traditional channels.  

2. Strong written and visual communication skills, including the ability to create clear, engaging and 
accessible content for websites, email, social media and promotional materials.  

3. Demonstrated digital marketing capability, including website content management, social media, 
email marketing and design tools such as Canva, together with practical knowledge of audience 
targeting, user journeys, calls to action and search engine optimisation.  

4. Demonstrated ability to plan and coordinate marketing campaigns and competing priorities, 
working with multiple contributors, deadlines, approvals and limited resources.  

5. Ability to use marketing and participation data to evaluate activity, identify opportunities and 
recommend practical improvements.  

6. Ability to work effectively under general direction within a multidisciplinary, community-based 
organisation, exercising sound judgement and demonstrating a commitment to inclusion, privacy, 
child safety and respectful engagement with diverse communities. 

 

Mandatory Requirements 

• Current Working with Children Check 

• National Police Check 

• Right to work in Australia 

• Current Victorian Driver Licence (desirable) 
 

Terms of Employment 

• The position is permanent part-time, subject to CCC's employment policies, operational 
requirements and ongoing performance expectations. 

• The position is 15 hours per week. The pattern of hours will be agreed with the Operations 
Manager and may be spread across Monday to Friday to support timely communication, 
campaign delivery and attendance at priority activities. 

• The position will initially be performed on-site at Cheltenham Community Centre. Once the 
employee is established, an agreed hybrid on-site and work from home arrangement may be 
considered, subject to operational needs, performance, confidentiality, suitable systems and 
ongoing manager approval. 

• Wages and employment conditions are in accordance with the Neighbourhood Houses and Adult 
Community Education Centres Collective Agreement 2024: Community Development Worker 
(SCHADS), Level 4. 

• Performance will be reviewed by the Operations Manager during the 6-month probationary 
period and through CCC's usual supervision and performance processes. 

 

Other Information 

1. The primary workplace is Cheltenham Community Centre, 8 Chesterville Road, Cheltenham. The 
role may occasionally require attendance at Cheltenham Hall or other project, program or 
meeting locations. Any working-from-home arrangement does not change the requirement to 
attend on-site when operationally required. 

 
 

  



 

 

26Sept Position Description – Marketing and Communications Coordinator  

Physical Requirements of your role 

Key: N: Never, O: Occasional, F: Frequent, C: Constant, MH: Manual Handling 
 

Postural 
Tolerance 

N O F C Comments Manual 
Handling 

N O F C Comments 

Stand 
 

     Lift     Equipment or 
classroom furniture 

Walk      Carry     Equipment 
 

Squat     Taking photos Push/Pull     Trolleys 
 

Bend 
forward 

     Forward reach     Setting up events or 
classrooms 

Sit      Grip/Grasp     Holding equipment 
 

Kneel     Taking photos Driving      
 

Trunk twist      Upper limb 
movements 

    Setting up events, 
classrooms 

 
Overall rating of perceived exertion for the role: 2 (light activity - easy to breathe and carry out a 
conversation). 

 


