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	Job Description




	Position Title:
	Education & Community Outreach Coordinator


	Position Number:
	

	Section:
	Development & Engagement 

	Award:
	Non-Award Contract

	Award Level/Salary Range:
	$35 per hour plus super

	Approval
	

	Signature of CEO:
	

	Approval Date:
	July 2025

	Date of Effect:
	July 2025


POSITION OBJECTIVES
To be committed to improve, uphold and achieve best practice animal welfare.
To deliver public education presentations and classes as assigned.
To build and develop education and outreach programs 
To work in conjunction with Community Outreach & Service Manager (COSM) to foster strategic educational partnerships. 
DUTIES AND RESPONSIBILITIES
· Coordinate and develop existing and new education program opportunities.
· Under instruction from the Executive Manager Development & Engagement (EMDM) and the COSM, deliver the School Holidays Program, AWARE, Incursions, Community Visits, Shelter Education Visits and any related programs. 
· In collaboration with the EMDE and Partnerships & Philanthropy Manager (PPM), support corporate experiences (corporate support days and animal office visits).
· Assist with the delivery of RSPCA ACT presentations to external stakeholders such as community groups, schools and corporate businesses. 
· Proactively coordinate and develop key stakeholder relationships with schools and community groups. 
· Support the development of a wide range of educational resources and content in consultation with the marketing team, COSM and subject matter experts from across the organisation. 
· Assist COSM with on the ground support of:
· Liaison with Emergency Boarding pet owners or their representatives, including social workers & mental health professionals, to coordinate emergency services for these clients
· Assisting with community outreach programs. Actively plan and prospect community outreach events for RSPCA ACT to attend and host whilst collaborating with key internal staff members on outcomes.
· Assist with other activities of RSPCA ACT such as fundraising, events and public relations
ORGANISATIONAL RELATIONSHIP
· The occupant of the position reports directly to the COSM
· The occupant of the position works closely with and provides assistance to all members of the Development & Engagement team.
FINANCIAL DELEGATIONS AND AUTHORITIES
Nil
QUALIFICATIONS & PERSONAL ATTRIBUTES
Qualifications & Experience
A Cert IV in Training and Assessment or similar qualification (desirable)
At least 2 years experience in a similar role with similar responsibilities
Experience working with domestic animals.
Sound understanding or ability to acquire an understanding of and commitment to EEO and WHS principles and practices.
A current Working with Vulnerable Peoples registration.
At least a current C class driver’s licence
Knowledge, Skills & Abilities
Ability to train other people and impart knowledge to individuals of all ages and abilities.
Ability to create written content.
Excellent communication skills including the ability to provide clear instruction and advice to staff, the general public, community groups, stakeholders and children.
Working knowledge about domestic animals.
Ability to work unsupervised and in a team environment.
Excellent computer and office skills.
Personal Attributes
A genuine interest in animal welfare.
Highly developed organisation skills and the ability to work both independently and collaboratively with other people.
High degree of motivation and demonstrated ability to work well as part of a team, but also to work independently, with minimum supervision when required.
Good interpersonal skills, including the ability to interact with a diversity of individuals from both within and outside RSPCA ACT.
Honest and reliable and willing to take direction.
CONDITIONS OF EMPLOYMENT
Detailed conditions of employment are set out in the occupant’s letter of engagement, the award, and any other document referred to in relevant industrial relations laws.
Adherence and compliance with the RSPCA ACT Code of Professional Conduct.
Adherence and compliance with all RSPCA ACT policies and procedures as amended from time to time. 
Approval for overtime must be given by the manager of the marketing and fundraising team prior to being worked.
Travel within Australia may be required from time to time.
WORKING ENVIRONMENT AND RSPCA EXPECTATIONS
There is a possibility of exposure to
· infectious organisms
· animal waste
· allergens
· chemical materials requiring OHS Material Safety Data Sheets
· hostile persons
· injured animals and euthanasia
· vicious animals.
You need to be willing to work weekends and public holidays.
You will be expected to maintain a neat and well-groomed personal appearance.
You will be required to attend staff training sessions and staff meetings.
You must demonstrate a commitment to maintaining a safe and healthy site environment for staff, clients and visitors.
You will be expected to implement and promote the policies and positions of RSPCA.
You need to demonstrate cooperative work practices and make a contribution to a positive culture.
SELECTION CRITERIA
Essential
Describe your experience as it relates to the role, including examples of when you have created educational resources and trained or presented to groups of people.
Provide examples of your use of communication skills, particularly in presenting to people of different ages and abilities.
Describe your experience with domestic animals and how it will relate to this role.
Provide examples of your experience of planning and coordinating outreach programs, corporate education programs or activities. 
Please write a statement explaining why we should employ you.  To assist in preparing your statement, some things we would like to know about you are: why you want to work for us, your teamwork and people skills, how you have shown initiative, and how you communicate effectively with others.
DOCUMENT CONTROL
	Version Number:
	2.0

	Future Review Date:
	July 2027 or as required


History
	Date
	Title
	Notes

	16 March 2022
	Education & Community Outreach Coordinator
	New Position

	October 2022
	Community Education Outreach Coordinator
	Change in title to reflect objectives of position

	July 2025
	Education & Community Outreach Coordinator
	Change in title, duties and employment conditions
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