
 

 
 

Page 11 of 67 
 

TOGETHER ... 
ADVOCATING FOR  
ALL AUTISTIC PEOPLE 

The Autistic Self Advocacy  
Network Australia & New Zealand 
www.asan-aunz.org 
 

Position Description - Project Lead 

Accountable to General Manager 

Team Leads overall coordination of the approved project 
delivery plan, integrating work across roles, timelines, 
dependencies, stakeholders, outputs and any direct 
project supervision assigned by the General Manager 
 

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 7.1, plus statutory superannuation, subject to 
final contract approval. 

Role Context 

ASAN AUNZ is recruiting a project team to deliver an approved employment-focused 
project within a short mobilisation period and a fixed delivery timeframe. The Project 
Lead plays a central role in turning the approved Recruitment Plan, project structure, 
and project objectives into coordinated work across the team. 

This is a remote, Autistic-led role that requires strong project coordination, practical 
leadership, clear communication, and the ability to keep multiple workstreams 
moving in a structured and accessible way. The role works closely with the General 
Manager and other leads to coordinate project activities across internal staff, 
advisory groups, regional and priority cohort microgrant groups, Autistic-led and 
rights-based organisations, employers, and employment providers, ensuring delivery 
remains on time, within scope, and aligned with ASAN AUNZ’s values and project 
commitments. This includes coordinating work that updates and republishes ASAN 
AUNZ’s back catalogue alongside newly generated content, and supporting 
continuous improvement across project systems, workflows and outputs. 
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Primary Purpose 

 Lead overall coordination of the approved project so that deliverables, 
timelines, dependencies and internal accountabilities are actively managed. 

 Provide the central project integration function across specialist roles, 
ensuring workstreams connect effectively and progress in the right sequence. 

 Support high-quality, timely and values-aligned delivery without duplicating 
specialist functions held by other roles. 

Key Responsibilities 

Project Coordination and Delivery 

 Coordinate the implementation of project plans, timelines, milestones and 
internal delivery schedules. 

 Track actions, dependencies, risks, process gaps and improvement 
opportunities across the project, maintain the project risk register, and 
escalate issues promptly where needed. 

 Coordinate project interactions across staff, contractors, advisory groups, 
regional and priority cohort microgrant groups, and relevant external 
collaborators. 

 Coordinate the operational process for microgrants, including timelines, 
expressions of interest or selection steps, documentation, milestone tracking, 
contributor follow-up and escalation of issues. 

 Coordinate additional workstreams that sit alongside new content creation, 
including review, updating, rebranding and republication of ASAN AUNZ’s back 
catalogue, and support improvements to project processes and operating 
methods over time. 

Quality, Reporting and Workflow Management 

 Maintain clear project documentation, workflow visibility, milestone tracking 
and progress reporting. 
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 Support preparation of internal updates, reporting inputs, Activity Work Plan 
material, milestone tracking and implementation summaries for the General 
Manager, governance processes and grant reporting requirements. 

 Support coordination of drafting, review, approval and publication sequences 
where project outputs or governance-related material move across multiple 
roles, so handoffs are clear and timely. 

 Help ensure that project outputs are coordinated and ready for review, 
accessibility input, editing, digital publication and dissemination. 

Team Coordination and Values-Aligned Practice 

 Coordinate work across specialist roles so that responsibilities are clear, 
handoffs are timely and duplication is minimised. 

 Where staff or contractors are allocated to the role for day-to-day project 
delivery, provide clear work direction, task coordination, follow-up and 
practical supervision consistent with delegated authority. 

 Contribute to a strengths-based team culture that values Autistic 
communication, autonomy and clarity. 

 Escalate issues where scope, timing, budget, workload, people management 
or stakeholder matters require a decision, redesign or change in approach. 

Criteria and Requirements 

Desirable Criteria 

 Experience coordinating projects, programs or multi-stream work in a 
community, disability, advocacy, education or not-for-profit context. 

 Strong planning, follow-up, workflow integration and organisational skills. 

 Experience maintaining a project risk register, risk log or similar tracking and 
escalation process. 

 Experience using Microsoft 365 tools such as Teams, SharePoint, Word and 
Excel for project coordination and reporting. 
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 Ability to support accessible and collaborative remote work and coordinate 
stakeholders across multiple roles and contributors. 

Special Requirements 

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

 The role is remote-first and may involve flexible work scheduling within 
approved arrangements. 

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. 

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. 

  


