
 

Position Description 
Fellowship Program Officer 
 
REPORTING TO National Network Organiser 
WORK LOCATION: Melbourne (Naarm), Canberra (Ngambri), Sydney (Warrang) or Brisbane 
 (Meanjin) 
GRADE: 3 
SALARY (FTE): $66,006 plus 10.5% superannuation 
STATUS: Fixed Short-Term Contract (part-time) 24 June to 24 December 2021 
HOURS: 22.5 hours per week 
 

WHO WE ARE 

The Australian Conservation Foundation is Australia’s national environment organisation – over 
700,000 people, creating a world where forests, rivers, people and wildlife thrive.  For more than 50 
years, we’ve been protecting the web of life across our continent, from the Kimberley to the Reef 
and down the Great Dividing Range to Tasmania’s forests. 

We bring together people from community, government and business.  Our supporters advocate 
against pollution and destruction, and for our living world.  We hold decision makers to account.  
We champion big ideas and find common ground with unlikely partners.  We are proudly 
independent, non-partisan and funded by donations from our supporters. 

ABOUT THE ACF FELLOWSHIP PROGRAM 

The ACF Fellowship program is a structured learning and volunteering opportunity for grassroots 
leaders and emerging campaigners. Each volunteer placement will be a part of a team of highly-
engaged volunteers that can help us harness the energy of ACF supporters taking action in their 
communities. The purpose of the ACF Fellowship program is to help support  ACF’s growing 
movement of local groups in their efforts to build people power, change the story and advocate 
for our living world.  

THE ROLE 

The purpose of the Fellowship Program Officer role is to coordinate the implementation of the 
ACF Fellowship program to support ACF in achieving its people power objectives.  More 
specifically, this fixed short-term contract will be responsible for the coordination and support of 
the Winter 2021 cohort, and the recruitment and induction preparation of the Summer 2022 
cohort. 

KEY COLLABORATIONS 

This role will collaborate regularly with: 

• The Community Organising team 

• Supervisors of Fellows 

• The People and Culture team 
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RESPONSIBILITIES 

• Coordination of the implementation of the ACF Fellowship Program during the fixed term 
period.  

• Helping to coordinate the induction and onboarding process for the ACF Fellowship Winter 
2021 cohort 

• Providing pastoral support to the Winter 2021 cohort, escalating any issues as required. 

• Keeping across what Fellows are working on, their successes and challenges, and what support 
the cohort as a whole might need.  

• Monitoring and evaluating the health and impact of the ACF Fellowship program through the 
Mid-Term, End of Fellowship and whole year reviews.  

• Event logistics support for Fellowship events (including: induction, graduation ceremony & end 
of program reflection). 

• Ensuring the day-to-day operations of the ACF Fellowship program for the Winter 2021 cohort, 
including: briefing facilitators and speakers, delivering workshops, check ins with ACF Fellows, 
coaching of Fellows, etc.  

• Facilitating the recruitment round of the Summer 2022 cohort: planning & liaison with staff, 
advertising, shortlisting, coordinating interviews, coordinating selection process, coordinating 
scholarship program. 

• Observe the safe working practices and as far as you are able, protect your own and others’ 
health and safety 

• Other duties as requested by the National Network Organiser 
 

MEASURES OF SUCCESS 

The success of this role will be measured by: 
1. the recruitment, selection and induction of a diverse, skilled and committed cohort of 

Fellows for the Summer 2022 intake.  
2. Strong positive feedback from fellows on their experience of the Fellowship 
3. Strong positive feedback from fellowship supervisors on the support experienced by the 

Fellowship Program Officer 
4. The contribution the ACF Fellowship program makes to ACF fulfilling its People Power 

Objectives.  
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KEY SELECTION CRITERIA 
1. Strong project coordination skills with the ability to keep track of key deliverables and 

timelines.  
2. Excellent communication skills with the ability to build strong rapport quickly with people 

from a diverse range of backgrounds and ages. 
3. Experience recruiting staff or volunteers into roles that fit their interests, experience and 

skills.  
4. Group facilitation skills or experience. 
5. An open, encouraging and pastoral manner that encourages Fellows to seek support. 
6. Good organisation skills with a commitment to keeping records up to date. 
7. Familiarity with technology and the ability to quickly learn new programs. 
8. A commitment to creating an equitable and diverse environment movement 

representative of all Australians.  
9. Ability to work as part of a team as well as autonomously. 

 
Desirable skills: 
10. Experience using Google Sheets, Google Docs and NationBuilder (or a similar CRM tool). 
11. Experience developing monitoring and evaluation strategies.  

 
 

 


