
 

Trust for Nature  
Position Description 
 

 
Position:   Communication Coordinator 

Program:   Fundraising and Marketing 

Location:    Melbourne 

Employment status: Fixed Term, four days a week  

Remuneration:  TFN Grade 3.2.1, $79,131 pro-rata plus 9.5% superannuation. 

Reports to:   Media and Communications Manager  

 

Introduction 

Trust for Nature is a not-for-profit organisation that protects native plants and wildlife on private land.  Established in 
1972, it has protected more than $100,000 ha across Victoria by partnering with 1,400 landholders and with its 44 
reserves. We are one of Australia’s oldest conservation organisations fighting to prevent extinction by ensuring plants 
and animals have homes forever. 

We are a statutory body which also relies on the generosity of donors to help us achieve as much protection a possible 
for Victorian landscapes. We work with numerous individuals, trusts and foundations.  

Trust for Nature has almost 50 staff based in Melbourne and regional and rural offices across the state. Our flagship 
reserve is Neds Corner Station which, at 30,000 ha is one of the largest privately owned conservation properties in 
Victoria. In addition to partnering with landholders to protect habitat we also increase protected areas through our 
Revolving Fund program which purchases properties that have conservation values and then on sells them to buyers 
willing to put conservation covenants on them. 
   

Our mission  

We work collaboratively to protect nature on private land forever. 

 

Overall position and purpose  

The Communication Coordinator supports a wide range of communication and marketing tasks within the development 
team. It maintains the website, develops content for collateral such as fundraising and marketing materials and 
produces traditional and social media content. The role will have a strong digital communication focus, particularly for 
fundraising campaigns. 

Reporting to the Media and Communication Manager, the Coordinator helps promote the Trust for Nature brand and 
raise awareness about the importance of protecting habitat on private land.  

The role also provides support for the many projects happening within the organisation across regional Victoria. It 
requires juggling many projects at the one time and genuine collaboration with staff and partner organisations. As a 
statutory body, the role sometimes requires coordination with the Department of Environment, Land, Water and 
Planning. The Communication Coordinator will also measure, evaluate and report on marketing and communication 
initiatives and channels. 

As well as supporting landholders with conservation covenants and existing donors, Trust for Nature communications 
also involves encouraging more Victorians to protect their land and financially support land conservation so an 
understanding and interest in the principles of behaviour change communication and/or community-based social 
marketing is helpful.  

 

Key Relationships 

 All Trust for Nature staff 

 Covenantors 

 Media 



 Suppliers 

 Department of Environment, Land, Water and Planning staff 

 Partner organisations, e.g. CMAs, Parks Victoria 

 

Key responsibilities 

The primary responsibilities of the role include: 
 Provide advice and contribute ideas on communication approaches for projects and campaigns 

 Website content and maintenance (WordPress) 

 Write media releases and pitch stories to the media 

 Develop content for project collateral including flyers and EDMs   

 Manage the development of publications such as newsletters and magazines 

 Management of Trust for Nature branding 

 Minor design tasks such as banners and digital content 

 Develop content for fundraising campaigns 

 Develop content for and post to social media 

 Liaison with covenantors 

 

Knowledge and Experience (qualifications required, skills, knowledge, experience) 

The role is based in a very small team and would suit someone who has all round experience in communications and 
media and is willing to lend their hand to various tasks.   
 

 Excellent written and oral skills  

 Strong organisational and project management skills 

 Knowledge of conservation, natural environment and/or Victorian species and landscapes 

 Experienced in media release writing and pitching stories to journalists and producers 

 Experienced social media user and digital content producer 

 Some knowledge of Canva or other design platform and/or software would be advantageous  

 An understanding of government processes and the obligations of statutory bodies is desirable.   
 

Key Selection Criteria 

 Experience in media release writing and successfully pitching stories to the media 

 A capacity to work collaboratively across the whole of an organisation    

 Demonstrated ability to create great persuasive, educational and entertaining content for a range of media 
including websites, socials, EDMs, and print.   

 Well-developed organisational skills including excellent time management, attention to detail, self-motivated 
and flexible in responding to changing work priorities 

 Examples of measuring and evaluating communication activities.  

Specific requirements for all positions at Trust for Nature 
 

 A National Police Check is required to be conducted as part of the selection process  

 A current Victorian Driver’s License is desirable 

 A Working with Children check may be required. 

 

Trust for Nature Values   

Our values underpin everything we do.  How we deliver our work is as important as the outcomes we achieve for the Victorian 
Community.  Our values are the foundation of our culture and guide how we work together, with our stakeholders, partners 
and the community. 

The Trust’s values form the acronym CREST – Collaboration, Respect, Efficiency, Support and Trust. 

Health and Safety requirements 

TfN is committed to protecting the safety and wellbeing of its people and ensuring safety is integral to how do our work. In 
realising this commitment Trust for Nature complies with all relevant health and safety laws including the Occupational Health 
and Safety (OH&S) Act 2004 (with its associated regulations and codes).  



Join a Workplace Based on Fair Employment 

The Trust offers fair employment and career opportunities where possible.  We aim to attract a diverse pool of applicants and 
focus on the genuine and essential requirements of the job and being consistent and fair in our treatment of applicants. 

Balancing your Life  

We understand that life balance is an important part of our employees’ lives.  Wherever possible the Trust offers a range of 
flexible arrangements to enable you to balance your work with other commitments and activities including family, health, 
study, carer responsibilities, hobbies and life/career aspirations. We provide various options such as flexible start and finish 
times, working part time, job sharing, working from home, and paid leave provisions that can be negotiated with your manager 
to help balance your personal commitments with the demands of the role. 

Equal Opportunity Employer 

The Trust is an equal opportunity employer and welcomes applicants from a diverse range of backgrounds.  It is a policy of the 
Trust to provide reasonable adjustments for persons with a disability.  If you need assistance or adjustments to fully participate 
in the application or interview process, please use the contact listed in the role advertisement. 

Privacy Notification  

The Trust for Nature affirms that the collection and handling of applications and personal information will be consistent with 
the requirements of the Privacy and Data Protection Act 2014.   

 
Other relevant information 

 

 The terms and conditions of employment are similar to those applying in the Victorian Public Service and will be 
governed by the enterprise agreement applying to Trust staff;  

 The incumbent will be required to undertake occasional travel throughout Victoria; 

 The position is located at Level 5/379 Collins Street, Melbourne; Region address 

 The Trust promotes a positive work environment, is an equal opportunity employer, values diversity in its staff and 
encourages learning and development; 
  

The position description may need to be amended occasionally due to variations in responsibilities and organisational 
requirements. Changes to the Position Description will be consistent with the purpose for which the position was 
established.  

 

 

 


