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POSITION DESCRIPTION

	Position Title:
	VIS Marketing and Community Projects Coordinator


	Program/Dept:
	VIS Communications and Marketing Services team
	Reports to:
	VIS Communications & Marketing Coordinator

	Functional Budget
	~ $100,000
	Direct Reports:
	Nil

	Location/s:
	VIS

	Employment Status:
	Full-time, fixed term contract until 31 December 2019. 
Ongoing employment dependent on funding.


	Primary Purpose of Position

	The Marketing and Community Projects Coordinator will be responsible for the co - ordination of several marketing initiatives at the Victorian Institute of Sport (VIS) including the Be Fit, Be Well (BFBW) program, the VIS Athlete Speakers’ Program (ASP), VIS Facility and Virtual Tours (Tours), and the Community Outreach project and general marketing support. 



	Responsibilities and Measures

	Task
	Measures and Outcomes

	Invite submissions for athlete, coaches and expert visits to schools (Be Fit, Be Well) community and corporate organisations (ASP)

	Regular contact with schools and community groups and generate an income stream from the ASP 
Fulfill our Agreement with the Department of Education & Training and meet the program KPIs

	Deliver inspiring, and educational tours of the VIS facility, utilizing insightful commentary with accurate and consistent information

Work collaboratively with colleagues in all parts of the organization to ensure;
· Tours are conducted safely and with minimal disruptions
· The innovative development of Tour content and structure


	Lead tours of the VIS facility that are safe, fun, and educational

Timely and safe delivery of tours with minimal disruptions to daily operations

On-going creative development of tour content and structure



	Invite submissions for schools, community and corporate organisations for VIS Facility and Virtual Tours

	Regular contact with schools and community groups and generate an income stream from VIS Tours

	Coordinate athlete visits to schools corporate and community groups and partner functions

	Timely organisation of visits and customer service measures

	Oversee and implement the Community Outreach project, including the planning and delivery of High Performance Sport (HPS) Experiences both within the VIS facilities at Lakeside Stadium, and at regional centres across Victoria.


	Timely delivery of HPS experiences

Develop strong collaborative relationships with Regional Academies of Sport network, and government and community partners 
Achievement of and report against KPIs

	Coordinate public tours of the VIS facility
	Set tours at times to suit the school and the VIS. Quality of the tour as measured by evaluation questionnaire.

	Organise communication and presentation and media skills training for athletes, coaches and experts where appropriate 


	Timely training sessions organized



	Coordinate program launches, media releases and promotional activities for each of the programs and identify & develop marketing tools & new technologies to promote the programs 
	PR program planned and implemented  for each of the programs; tools & technologies developed and successfully utilised


	Prepare program budgets, implementation plans, promotional strategies and evaluative reports 
	Timely, accurate budgets, plans and reports

	Program invoicing and payments
	Timely invoicing of the payments for the programs



	Manage various aspects of the VIS website and social media platforms that support all VIS Community programs and projects
	Regular accurate updates of the relevant sections of the VIS website and social media

	Manage the VIS database reports on behalf of the Communications and Marketing team, including the production of reports and mail merges for events and publications mail outs
	Timely and accurate production of reports from the database for the marketing team

	Generate appropriate media stories to raise community awareness of VIS Community Programs, athletes and staff on a regular basis 


	Regular contact with print and electronic media representatives in Victoria

Targets achieved for mentions in mainstream media

Measurement methods implemented & reports presented

	Provide communications & marketing support and advice to Managers & Programs
	Quality & targeted support and advice provided in a timely manner

	Effectively measure all communication activities and prepare papers for Management & Board meetings as required


	Measurement methods in place & high quality reports presented within deadlines

	Provide general support with Marketing initiatives, as required including

· event coordination

· Publications (Sports Express, Pinnacle, Annual Review)

· resource development

· assistance with formulating marketing strategies
	Timely and professional delivery of successful events, promotions and launches, and publications

Quality research to aid the continuous improvement of marketing assets and projects 

	General Performance Indicators

	Achievement of the targets as identified by the Communications and Marketing team operations plan. These will be established at the commencement of the position

	Achievement of program and targets – reviewed and evaluation on an annual basis. 

	Successful and timely implementation of the Community Outreach project

	Establish personal stretch targets in agreement with the Communications and Marketing Coordinator


	Relationships

	With
	Purpose

	VIS Communications & Marketing Coordinator
	In conjunction with the Communications & Marketing Coordinator be responsible for delivering the Be Fit Be Well Program, the VIS Athlete Speakers’ Program, VIS Facility and Virtual Tours and the Community Outreach program

	VIS Communications and Media Assistant

	To work as part of the marketing team with the VIS Communications and Media Assistant

	VIS Communications and Media Intern


	To work as part of the marketing team with the VIS Communications and Media Intern

	VIS Athletes
	Work directly with VIS athletes to identify and select individuals for training and delivery of VIS community programs

	VIS Coaches
	Work with VIS coaches to identify and select athletes for training and delivery of the VIS community programs

	VIS Personal Excellence team
	Work with VIS Personal Excellence team to identify and select athletes for training and delivery of the VIS community programs

	VIS Business team
	Work with the VIS Business team to maintain orders, invoices and financial spreadsheets for the VIS community programs.  

	VIS Partners
	Program Partners, Regional Academies of Sport network, and government and community partners


	Core Competencies* & Personal Qualities

	Essential

	Competencies
	Qualities

	Good knowledge of education and community networks
	Personal commitment to excellence



	Leadership

Communication

Task Management

Flexibility

Attention to Detail 
	Innovation

Decision Making

Negotiation Skills

Athlete Welfare 

Time Management
	Problem Solving

Initiative

Planning

Team Work

Vision


	

	Desirable

	Competencies
	Qualities

	Accountability
	
	
	


* See ‘Job Description – Core Competencies’ table for description of individual competencies above that related to this role.
	Qualifications

	Essential

	A tertiary qualification in marketing, communication, education or a related field or equivalent experience

	Current Victorian Working with Children Check (must be in place before employment commences)

	Desirable

	Current First Aid qualification


	Experience and Skills

	Essential

	Good knowledge and understanding of the sports industry

	Ability to work effectively with athletes and representatives from schools, community groups and corporate organisations

	Excellent presentation skills and ability to entertain and educate an audience

	Confident, creative and adaptable; quick-thinking, calm and able to work well under pressure

	Good interpersonal skills in order to establish a rapport with the audience and ensure their involvement

	Experience in sponsor servicing, media relations and special events activities

	An ability to meet tight deadlines and prioritise workloads

	Well developed written and administration skills

	Excellent computer literacy skill; Experience in database management and use of Microsoft Access

	Experience at coordinating state-wide programs

	Desirable

	Experience in website content management systems and e-newsletter software

	Experience with graphics and video editing packages such as Illustrator, Photo Shop, Gimp, Adobe editing suite




	Employee’s signature:
	
	Date:
	


	Manager’s signature:
	
	Date:
	


	Review period:
	


	Next review date:
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