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Position Description 

Role:                              Communications Coordinator 

Accountable to General Manager 

Team: Leads communications copy, channel planning, 
campaign asset coordination and approved 
dissemination of project-related content across ASAN 
AUNZ channels 

Location Work from home 

Term Fixed term to 30 June 2027 

Basis of employment Part Time – 0.2 Full Time Equivalent (FTE) 

7.6 hours / week 

Remuneration Above-award salary package benchmarked to 
SCHADS Level 5.1, plus statutory superannuation, 
subject to final contract approval. 

Role Context 

The Communications Coordinator supports communication of project work through 
ASAN AUNZ’s approved channels. The role leads drafting and adaptation of channel-
ready copy, including copy for website updates, social media posts, EDMs and other 
outward-facing communications, and coordinates messaging, scheduling and 
publication workflows so communications are clear, accurate, accessible and aligned 
with ASAN AUNZ’s voice and governance settings. This includes helping refresh and 
rebrand existing ASAN AUNZ resources for public-facing use, and turning approved 
material such as forwarded research participation requests or Board-approved 
position statements into publication-ready communications. 
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Primary Purpose 

 Lead drafting and adaptation of communications copy for approved channels, 
including social media, EDMs, website-related communications and campaign 
messaging. 

 Own how project work is communicated to audiences and channels, rather 
than engagement logistics, editorial quality assurance or digital publishing 
mechanics. 

 Coordinate required graphics and campaign assets for website, social media 
and EDMs, whether produced internally or by external providers, so 
communications packages are complete and publication-ready. 

Key Responsibilities 

 Draft, adapt and maintain communications copy for approved channels, 
including website updates, social media posts, EDMs, research participation 
requests, approved position statements and related campaign materials. 

 Plan and schedule communications activity across website, social media, 
EDMs and related channels as directed. 

 Prepare or coordinate social media posts and EDM content for review, 
approval and issue in line with ASAN AUNZ workflows. 

 Coordinate graphics, visual assets and campaign materials needed for 
website, social media, EDM use and refreshed back-catalogue publication, 
including briefing and follow-up where assets are created by others. 

 Take approved source material such as forwarded requests for research 
participants or position statements that have completed advisory and Board 
processes, check alignment with approved wording and channel 
requirements, obtain Chair copy approval where required, and prepare them 
for issue through the relevant channels. 

 Arrange editorial review, accessibility input and other specialist review steps 
where required before publication, without displacing the approval authority of 
the General Manager, Chair or Board. 
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 Monitor and manage public-facing communications inboxes or asan-aunz.org 
email addresses allocated to communications functions, including triage, 
response coordination and escalation as appropriate. 

 Issue approved communications through the required channels, including 
website, social media, EDMs and other authorised pathways, and maintain 
records of approvals, assets and publication steps. 

 Support dissemination of project resources through community networks, 
advisory channels, regional and cohort pathways, and relevant employer or 
employment provider channels where approved. 

 Maintain communications records, schedules, campaign assets, approval 
records and workflow tracking using approved systems. 

 Work within established approvals, brand, privacy and publication settings. 

Criteria & Requirements 

Desirable Criteria 

 Experience in communications, content coordination, social media, 
community messaging or digital publishing. 

 Strong written communication skills. 

 Understanding of accessible communication and values-aligned messaging. 

Special Requirements 

 Lived experience as an Autistic person is an inherent requirement of this role. 

Essential Requirements 

 Relevant screening, verification or checks required for the role must be 
completed prior to commencement. ASAN AUNZ will meet the cost of 
required checks only where approved in writing in advance. 

 Agreement to ASAN AUNZ’s Code of Conduct, confidentiality, privacy, 
safeguarding and conflict of interest requirements. 

 Proof of right to work and provision of references if requested. 
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Role Governance and Supporting Instruments 

This position operates within ASAN AUNZ’s Board-approved governance framework, 
delegations, employment contract, supervision arrangements, reporting requirements, 
strategic plan, budget, policies, and performance expectations. 

The duties and accountabilities in this position description are intended to be read 
consistently with the employment contract, Board-approved delegations, executive 
performance framework, Board reporting requirements, supervision framework, and 
any legal advice obtained by ASAN AUNZ in relation to the role. 

Where there is any inconsistency between this position description and the final 
employment contract, the employment contract and any applicable legal 
requirements prevail. 

  


