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Position Description

Role: Community Coordinator
Accountable to Project Lead
Team Coordinates advisory, community, regional and cohort

engagement activities that inform and strengthen
project delivery

Location Work from home

Term Fixed term to 30 June 2027

Basis of employment Part Time — 0.4 Full Time Equivalent (FTE)
15.2 hours / week

Remuneration Above-award salary package benchmarked to

SCHADS Level 6.1, plus statutory superannuation,
subject to final contract approval.

Role Context

The Community Coordinator supports ASAN AUNZ's community-facing and advisory
group work within the project. The role helps maintain respectful, organised and
accessible engagement with community contributors, advisory structures and related
stakeholders.

This role is important to ensuring that project work remains connected to lived
experience, community priorities and structured engagement processes. It requires
strong administration, relationship management and communication skills, with a
clear understanding of accessible and neuro-affirming engagement. The role has a
particular part to play in coordinating interactions with advisory groups, regional and
priority cohort microgrant groups, and community contributors whose input helps
validate, localise and strengthen project outputs.
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Primary Purpose

Coordinate advisory, community, regional and cohort engagement activities
that support project delivery.

Provide the main coordination function for contributor participation, feedback
loops and practical engagement logistics.

Support respectful and accessible engagement without taking on the lead
communications, project integration or specialist accessibility functions held
by other roles.

Key Responsibilities

Coordinate meetings, engagement activities, communications and follow-up
actions relating to advisory group, community and stakeholder participation.

Maintain participant records, schedules, notes, action lists and engagement
materials using approved systems.

Support accessible communication, clear invitations, practical logistics and
timely information sharing for advisory groups, regional contributors and
priority cohort groups.

Support preparation of advisory group agendas, papers, meeting records,
action lists and minutes support materials in coordination with the relevant
lead, ensuring community input and decisions are accurately captured and
followed up.

Support coordination of microgrant-related engagement and feedback loops
that help validate, localise and strengthen outputs.

Support communication, follow-up, records and reporting coordination with
microgrant recipients or contributors so milestone information, required
documents and feedback are collected and tracked.

Work with other team members to ensure community input and relevant
external stakeholder input informs project materials and dissemination
appropriately.
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o Handle information in line with confidentiality, privacy and approved access
controls.

Criteria & Requirements

Desirable Criteria

e Experience in community engagement, advisory support, coordination or
stakeholder communication.

e Strong organisational and follow-up skills.

e Ability to communicate clearly, respectfully and accessibly with diverse
contributors.

e Confidence using Microsoft 365-based systems such as Teams, SharePoint,
Outlook and Word.

e Ability to work collaboratively across a project team.
Special Requirements
e Lived experience as an Autistic person is an inherent requirement of this role.

e Theroleis remote-first and may involve occasional work outside standard
hours for meetings, subject to approved arrangements.

Essential Requirements

e 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.

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

e 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.




