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	 Position Title:	 Capability Building Coordinator

	Reports To:	
	Head of Connecting Up
	Division:
	Capability Building


	Status:
	Full Time 
	Location:
	Adelaide


Company overview
Connecting Up is a not-for-profit organisation that works to unleash the power of not-for-profits by providing a variety of information, products, resources and programs. Our services are available in Australia and New Zealand and throughout South East Asia. We also help to develop relationships with business, community and government sectors for the development of the not-for-profit sector.

Connecting’s mission is to connect the not-for-profit sector to the right tools and capabilities they need to fulfil their mission. It achieves this mission through:
· Technology donations and discounts from companies such as Microsoft, Adobe, Cisco, MYOB and Symantec
· Connecting Up Conference; a leading NFP event in Australia and New Zealand that examines technology, marketing and digital media
· Training events, workshops and webinars
· National Not-for-profits Directory, listing all not-for-profit and charity organisations in Australia
· SACommunity, a directory of community services in South Australia
· Suppliers Directory, identifying organisations that provide technological support to not-for-profit organisations in Australia
· Advertising services
Job description
1.	Organisational relationships 
The Capability Building Coordinator reports to the Head of Connecting Up and will work as part of the Capability Building team.  At all times the appointee is expected to work in collaboration with other staff of Connecting Up.
2. 	Extent of authority
· Contributes to the actions and decisions of the Capability Building Team.
· Contributes to the actions and decisions of assigned projects and programs 
· Makes financial decisions up to the delegate level of authority


3.	Responsibilities and duties
Specifically, the Capability Building Coordinator will:
· Plan, implement and grow attendance at events and training programs within required budgets, including the conferences, webinars and workshops; from initial planning to delivery
· Facilitate events, including moderating webinars, introducing workshops, and chairing sessions
· Coordinate the development of all event-related materials, including content writing, events-related electronic direct mail newsletters and other digital and social media marketing
· Complete required internal and external reporting (including record keeping and budgeting details)
· Schedule events and training for the not-for-profit sector, and collate and publish an events calendar and communications for Australia & New Zealand
· Identify and develop project proposals for additional events, including grant/funding applications and tender proposals
· Maintain effective customer, supplier and partner relationships relevant to the Events and Webinars Program, including managing related mailboxes
· Management of Premium Membership program
· Coordinate project management activities, resources, equipment and information
· Break projects into doable actions and set timeframes
· Liaise with clients (internal and external) to identify and define requirements, scope and objectives for projects
· Make sure that clients’ needs are met as projects evolve
· Help prepare budgets, analyse risks and opportunities and monitor project progress and handle any issues that arise
· Act as the point of contact and communicate project status to all participants
· Work with the relevant staff to eliminate blockers and assign tasks to internal teams and assist with schedule management for relevant projects
· Create and maintain comprehensive project documentation, plans and reports
· Be responsible for meeting all assigned KPIs
· Support and contribute to the review of existing programs and the design, development and implementation of new products and services through the innovation teams initiatives to meet agreed timelines 
· Participate in planning processes by assisting in the development of policies, procedures and plans which contribute to the achievement of Connecting Up’s objectives.

· Demonstrate commitment to continuous improvement by assisting in the development of policies, procedures and plans which contribute to the achievement of Connecting Up’s objectives.
5.	Hours
Ordinary hours of work on a full-time basis will be 37.5 hours per week, unless otherwise negotiated. Normal work hours are between the hours of 9am and 5pm Monday to Friday, unless agreed otherwise. Some out of hours work will be required and the appointee may be required to undertake intra and interstate travel from time to time.
6. 	Terms and conditions
As per current CU Enterprise Agreement.








Person Specification
1.	Qualifications
· Qualification in events, communications or project management, or equivalent experience.
2.	Knowledge
· Knowledge of the not-for-profit sector and the role of technology in the provision of services in the sector
· Knowledge of event management principles
· Knowledge of adult learning principles
· Working knowledge of personal computer applications, particularly word processing, desktop publishing, databases, graphics and email applications
· Working knowledge of webinar, web and social media applications
· Working knowledge of current marketing methodologies, practices and platforms
· Familiarity with a range of computer software and hardware products 
3.	Experience
· Experience in working in the not-for-profit sector
· Demonstrated experience in an events-related role
· Experience in researching resources and developing linkages with learning providers
· Experience in meeting the needs of a diverse customer and member base
· Excellent interpersonal and public speaking skills
· Experience in project delivery
· Experience in working with Content Management Systems (CMS)
4.	Skills 
· Event management skills
· [bookmark: _GoBack]Proactive and self organisation is the key skill set required. 
· Webinar production experience
· Webinar presentation experience
· Skills in negotiation with learning resource providers, suppliers and vendors
· Excellent professional writing, grammar and spelling, as well as proofreading and editing skills
· Demonstrated ability to work within budgets
· Demonstrated professionalism and flexibility in a fast-paced, deadline-driven environment. 
· Critical thinking and creative idea generation
· Ability to market effectively, to a broad customer base.
· Ability to work independently as well as in a dynamic team environment
· Ability to manage multiple projects at the same time
· Self-motivated and able to work independently and as part of a team
· Proficiency with the MS Office suite
· Highly organised 
· High attention to detail
· Demonstrated ability to multi-task
· Ability to develop good rapport with people/stakeholders
· Ability to demonstrate composure under pressure.
· Well-developed sense of humour.
· Strong organisational citizenship
Signatories:

Employee:
Name	__________________________
Signature	__________________________		Date ___________________

Line Manager:
Name	__________________________
Signature	__________________________		Date ___________________
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