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Position title: Digital Learning Advisor 

Team: Effectiveness and Engagement 

Location: Canberra Secretariat 

Employment type: 0.8 FTE non-ongoing (24 months) 

Reports to: Learning and Innovation Lead 

Direct reports: None 

Organisational context 

The Australian Council for International Development (ACFID) is the peak body for 
Australian non-government organisations (NGOs) involved in international 
development and humanitarian action. Our purpose is to lead and unite our members 
in action for a just, equitable and sustainable world. ACFID members must comply 
with ACFID’s international development standard known as the Code of Conduct, a 
voluntary, self-regulatory sector code of good practice  

Team context 

ACFID’s Learning and Innovation team is part of the Effectiveness and Engagement 
Team (EET) and works closely within this team with the Standards and Code team, 
and the Membership and Stakeholder Engagement Lead. EET is led by ACFID’s 
Director of Development Effectiveness. 

The purpose of ACFID’s Learning and Innovation team is to enable ACIFD’s 
members and their staff to enhance their capabilities, improve their practice, and 
maintain adaptive strategies and business models, in order to equip them to remain 
effective in the fight against poverty, inequality and injustice. 

The team contributes to this goal by: 

• providing guidance, tools and resources; 
• facilitating peer learning and enabling conversations; 
• fostering the development of new and innovative ideas; 
• enhancing access to creative learning methodologies; and  
• supporting emerging leaders in the sector. 
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The Learning and Innovation team uses a mix of methods and tools to support and 
enable positive change in the sector. This includes: 

• supporting applied research; 
• developing resources, guidelines and tools; 
• facilitating access to training including face-to-face, e-learning, webinars, 

workshops, etc.; 
• enabling member-led Communities of Practice; 
• hosting structured conversations about strategic issues; and 
• contributing to the design and delivery of ACFID’s National Conference. 

Primary purpose of the position 

The Digital Learning Advisor role sits in the Learning and Innovation team and is 
responsible for the delivery of ACFID’s digital learning offerings. The role also 
involves administrative management of other tasks in ACFID’s Effectiveness and 
Engagement Team that require the use of ACFID’s digital platforms. 

This position will work closely with the other members of the Learning and Innovation 
team, as well as with ACFID’s Information Management Officer and Media and 
Communications Advisor to ensure the coordinated and effective delivery of EET’s 
digital learning activities. ACFID staff have detailed and significant content and 
design experience and skills and will be a resource for the Digital Learning Advisor. 

From time to time, as a member of the Learning and Innovation team, this position 
will also be required to support the delivery of ACFID’s other learning events. 

Key responsibilities 

1. Lead the delivery of the Learning and Innovation team’s digital learning 
offerings, including coordinating webinars and developing eLearning, and 
maintaining the organisation’s digital learning resources and systems such as 
the learning management system. 

2. Support the delivery of other learning events, including face-to-face 
workshops, ACFID’s annual conference and other ad hoc events, including 
event registrations and related logistic requirements. 

3. Support EET’s data analysis capabilities through the design, use and analysis 
of data sets related to training, standards and member engagement metrics. 

4. Support EET’s digital communication with ACFID’s members using the ACFID 
website, social media and other digital communication channels. 
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5. Support the Learning and Innovation Lead in exploring and designing 
innovative approaches to learning delivery and contribute to the ongoing 
development of ACFID's learning framework, methods and tools. 

6. Contribute to the development and maintenance of ACFID’s learning 
infrastructure, including policies, procedures, data collection systems and 
online learning platforms. 

7. As a member of ACFID’s Effectiveness and Engagement Team, contribute to 
the development, implementation and review of team-based plans as 
required. 

Required functional competencies 

Essential 

• Experience with site administration and content development for learning 
management systems (preferably Moodle). 

• Experience in using teleconferencing to deliver learning (preferably Zoom and 
in particular Zoom video webinars). 

• Digital communication skills such as writing for social media in a professional 
context, email marketing, and basic video editing and graphic design 
(preferably including experience with Mailchimp, Adobe Premiere and Adobe 
InDesign). 

• Demonstrated skills in establishing, analysing and drawing conclusions from a 
wide range of data sets. 

• Understanding of WCAG 2.0 Accessibility requirements as applied to digital 
learning offerings. 

Highly desirable 

• Experience working in the not-for-profit sector and in particular the aid and 
development sector. 

• Experience working in membership organisations. 
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Required core competencies 

Committing to ACFID’s values 

We value diversity in the workplace and model our commitment to the values outlined 
in our strategic plan, including gender justice. We believe that these values are 
fundamental to achieving our vision and purpose. 

Being adaptable 

We respond to new and emerging challenges in our operating environment with 
agility and purpose. We achieve results by demonstrating curiosity and a willingness 
to learn. 

Working independently and collaboratively 

We have the ability or potential to work within and across teams, and autonomously 
with minimal direction to manage priorities and achieve our outcomes. 

Developing effective working relationships 

We build, maintain and strengthen both internal and external relationships. We 
facilitate collaboration and find common ground across diverse stakeholders. We 
value clear communication and respectful interpersonal skills. 

Exercising sound judgement and critical thinking 

We seek out innovative solutions, work creatively and leverage resources to achieve 
results. We engage with risk and opportunities with a problem-solving approach. We 
make clear, transparent and principled decisions and commit to action in a timely 
manner. 

Translating the big picture into action 

We think strategically and are all responsible for implementing ideas in a practical 
and evidence-based manner through outcome-oriented planning and action. 

Standard occupational health and safety (OHS) responsibilities for non-
supervisory staff 

Cooperate with all health and safety policies and procedures of the organisation and 
take all reasonable care that your actions or omissions do not impact on the health 
and safety of colleagues in the workplace. 
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