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Position Description 
 

Position         Education Specialist 

Location                 Heatherton 

Directorate          Strategic Relations 

Report to Executive General Manager, Strategic Relations 

Employment Status Full-time ongoing role 

About South Eastern Melbourne PHN (SEMPHN) 

SEMPHN is a leader, facilitator and influencer towards the shared goal of better primary health care.  

We are one of six Primary Health Networks (PHNs) in Victoria, and 31 PHNs across Australia, with around 

1.5million residents in our catchment. 

Reporting to an independent Board, we are funded primarily by the Australian Government to help 

people in south east Melbourne get the health care they need, when and where they need it.  

We do this by:   

• commissioning out-of-hospital services, locally.  

• partnering to make quality care more accessible and integrated, and easier to navigate – 

especially for people who need it most. 

• helping primary health care professionals to deliver the best care possible – now, and into the 

future. 

• influencing Government policy on primary health care reform. 

Evidence-based practice is the foundation of our work, and we are constantly asking, ‘together, how can 

we do this even better?’  

The Australian Government has seven priority areas for improvement and innovation for primary health: 

Mental health; Alcohol and Other Drugs (AOD); Aboriginal and Torres Strait Islander Health; Aged care; 

Population health; Health workforce development and Digital health. 

In this context, we challenge the status quo and often design things differently, with a very clear goal 

to measurably improve health. This is the ultimate indicator of our success.  

Our Values 

SEMPHNs values are at the heart of our work and shape what we do and how we do it.  

Our values are Collaboration; Community; Accountability; Respect; Excellence; and Solution focused. 

In facing the many opportunities and challenges in our work, our people are exceptional at adapting to 

evolving needs.  
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About Strategic Relations  

SEMPHN will lead substantial reform in the primary health care arena over the coming months and years. 

Providing understanding, engagement and partnership in this change will be essential for success. The 

Strategic Relations Team provides strategic communications expertise to the ELT, SLT and the broader 

organisation. 

The Strategic Relations team provides marketing, communications, education services, event management 

and stakeholder engagement support and advice across the organisation. It offers a range of services to 

the organisation and in support of the CEO.   

Job Summary  

The purpose of the Education Specialist role is to identify, coordinate and facilitate opportunities to drive 

enhancements in General Practice and Primary Health Services by: 

• developing and implementing an education program for practice and other provider staff 

• encouraging practice and other provider staff to actively participate in Continuous Professional 

Development (CPD) activities 

• evaluating the effectiveness of SEMPHN’s education initiatives to maintain a process of continuous 

quality improvement 

• assisting SEMPHN staff to upskill and build capacity to develop and deliver effective health 

professional education/CPD activities.   
 

Key Responsibilities  

Strategy 

• Develop, implement and manage an Education Strategy to support general practices and SEMPHN 

funded service providers 

• Develop and implement an evaluation approach to enable SEMPHN to report on the effectiveness 

of education initiatives 

• Support the organisation to identify and/or implement innovative modes of training delivery 

• Maintain oversight of all education activities delivered by SEMPHN staff to ensure appropriate 

scheduling and consistency with SEMPHN processes related to the delivery of education to health 

professionals 

• Review SEMPHN’s on-line education offerings, including general practice coaching offered via 

SEMPHN’s Learning Management System (LMS). 
 

Education 

• Work with General Practices to assist in upskilling, providing support and guidance as required 

• Collaborate with Service Innovation and Workforce Development staff to identify and implement 

educational activities for General Practice, service providers and primary health providers 

• Develop, deliver or host professional development programs as required 

• Evaluate CPD (especially RACGP) offerings to determine their suitability for PHN support or 

promotion 

• Ensure SEMPHN’s on-line learning modules (Practice Coaching) are reviewed for currency as per 

the review strategy/framework annually 

• Capture and report on attendance data, event evaluation data and general satisfaction with 

education programs. 
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Project Management  

• Develop project plans as required 

• As agreed and required, take a lead role in coordinating and supporting project teams to ensure 

key deliverables and timelines are met 

• Contribute to the preparation of reports and other relevant project documentation. 

 

Stakeholder Management  

• Establish strong and effective partnerships with SEMPHN staff, service providers and other key 

stakeholders 

• Liaise with accreditation bodies including Royal Australian College of General Practitioners and 

Australian Practice Nurses Association to ensure that education activities are compatible with their 

requirements 

• Maintain Education Activity Representative accreditation with the RACGP 

• Collaborate with the Events Administration Officer to develop and maintain a calendar of 

educational events, ensuring events are planned for stakeholder needs and make it available to 

internal and external stakeholders 

• Liaise with SEMPHN’s LMS provider to ensure the system set-up and functionality meets 

organisational requirements. 

 

Team Membership 

• Promote, and maintain a positive and collaborative work environment 

• Identify opportunities to integrate and work collaboratively across other programs 

• Maintain effective relationships with internal and external stakeholders. 

 

Quality 

• Actively participate in, and contribute to a continuous culture of workplace quality improvement 

activities 

• Comply with all relevant legislation, regulations and professional standards.  

 

Workplace Health and Safety 

• Take reasonable care for own health and safety 

• Take reasonable care for the health and safety of others including the implementation of risk control 

measures within their control to prevent injuries or illnesses 

• Comply with all reasonable instruction of their manager/ supervisor to safeguard their health and 

safety 

• Cooperate with any reasonable SEMPHN’s policies and/or procedures including the reporting of 

OH&S hazards or incidents. 
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Key Relationships 

Internal 

• Executive General Manager Strategic Relations and Strategic Relations staff 

• Workforce Development staff 

• Service Innovation staff 

• Business Intelligence staff 

• Corporate Services staff 

External 

• General Practices and SEMPHN funded service providers 

• Accreditation bodies including the Royal Australian College of General Practice and Australian 

Practice Nurses Association 

• LMS provider. 

Key Selection Criteria  

Qualifications 

• Tertiary qualifications in either education, health, or social sciences and/or extensive relevant 

experience.  

• EAR (Education Activity Representative) accreditation, experience and capability (highly desirable) 

Skills and Knowledge  

• A strong knowledge of primary health care 

• Experience in developing education models for a primary health setting 

• Experience working in a CPD environment with evidence of successful outcomes 

• Experience developing and presenting training sessions and facilitation of workshops 

• Highly developed interpersonal skills including ability to build influential and productive working 

relationships with stakeholders 

• High level consultation, facilitation and organisational skills 

• Intermediate to advanced skills in Microsoft office and good knowledge of various social media 

platforms.  

 

Other 

• Self-starter who works effectively under general direction and as part of a team 

• A demonstrable commitment to SEMPHN organisational values 

• A National Police Check and Working with Children Check will be required in accordance with 

government funding requirements 

• All employees of SEMPHN may be required to work across the SEMPHN catchment 

• All SEMPHN staff must take reasonable care for their own health and safety and others 

• All employees of SEMPHN must be permanent residents of Australia or hold a valid employment 

visa 

• A current Victorian Driver’s License is required 

• All employees must abide by SEMPHN policies and procedures as varied from time to time 

• SEMPHN is committed to equal opportunity employment. 


