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Position Description 

Job Title: VPPP Coordinator Reporting to: VPPP Lead   

Team: Operations Travel: Regional 

Location: North and North West Tasmania  
Position 

Type: 

Full time, fixed term until 22 December 

2021 

Level/Salary: 

Level 3 

$63,000 + Allowances + Super 

+ PBI salary packaging 

Leave 

Entitlements: 

5 weeks annual leave 

2 weeks personal leave 

2 days compassionate leave 

HR Contact:  recruitment@beaconfoundation.org.au  
Position 

Contact: 

Jenn Heggarty 

jenn.heggarty@beaconfoundation.org.au  

 

Role (Purpose) 

This is a regional position that will support the coordination of vocational placements for students undertaking 

VET courses at selected Department of Education (DoE) schools in North and North West Tasmania. It will 

require a flexible, innovative approach that accesses broad networks across North and North West Tasmania 

utilising excellent communication, problem solving and relationship management capabilities. 

 

 

Key Attributes (Be):  

- Passion for creating better opportunities for young Tasmanians 

- Proven track record in building and maintaining collaborative and productive relationships with 

communities, industry and schools 

- Demonstrated commitment to and understanding of the Beacon Foundation’s core values of 

passion, team, professionalism, flexibility and innovation 

- Professional, confident and effective communication and interpersonal skills, including 

facilitation  

- Proven team player, with the ability to self-motivate and work under limited direction 

- Well-developed judgement in relation to problem solving, time management and prioritisation 

to ensure objectives are achieved 

- Optimistic, solutions focused and responsive to dynamic, changing contexts 

- Embrace, utilise, learn and advocate for new software and technology 
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Key Responsibilities (Do): 

Role specific Responsibilities: 

- Work closely alongside relevant school staff to support the coordination of vocational 

placement of selected VET students from participating schools and Colleges 

- Work closely alongside relevant school staff to build a shared and value-added coordination 

process 

- Maintain and grow business and industry connections to maximise employer networks for 

placements 

- Report project progress to project advisory groups 

- Perform other Beacon duties as required on an ad hoc basis 

 

General Staff Responsibilities: 

- Effectively maintain records and ensure activity is captured and reported in a timely fashion 

- Ensure strong relationships with all internal and external stakeholders 

- Meet internal administration requirements including Key Performance Indicators, record 

keeping and reporting 

- Adhere to Beacon Foundation policies and procedures and meet internal administration and 

accountability requirements 

- Support and promote the work of, and maintain a positive image of Beacon Foundation 

- Maintain high standards of work practice that embody integrity, professionalism, respect and 

confidentiality  

 

Qualification, Experience and Checks: 

- Experience in similar role with relevant qualification  

- High level interpersonal skills and cooperative work practices and the ability to operate 

effectively as part of a positive and cohesive team 

- Ability to prioritise and work efficiently and accurately in times of high pressure 

- Satisfactory National Police Check and Working with Vulnerable People Check 

- A mobile phone is required (you will receive an allowance in addition to the salary) 

- Driver’s license and own vehicle (always insured and maintained to a road worthy standard) 

 

 

How to apply: 

- Please email your application to recruitment@beaconfoundation.org.au . Applications must 

include: 

- A cover letter/statement of no more than two pages outlining your skills and experience against 

the above Key Attributes, Key Responsibilities and Experience: 

- Detailed curriculum vitae (CV)/ resume; and 

- Contact details for two recent referees best placed to comment on your skills in relation to the 

position. 
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Salary Packaging: 

- As Beacon is a Public Benevolent Institution (PBI), salary packaging is available. Salary 

packaging enables you to reduce the amount of income tax you pay and therefore increases 

your take-home pay.  

- Packaging of up to $18,550 per annum (1 April – 31 March) for General Living and Meal & 

Entertainment expenses is available from your pre-tax income.  

- Individual circumstances may impact your total benefit. For more information, please visit 

www.accesspay.com.au   
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