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POSITION DESCRIPTION 
 

POSITION TITLE: SOCIAL MEDIA COORDINATOR 

OFFICE LOCATION: National Secretariate 
Deakin West 

REPORTS TO: National Communications Director 

OTHER PROFESSIONAL 
RELATIONSHIPS: 

• National Council CEO 

• National Policy and Research Director 

• National Communications Network 
• Website Content Manager 

CONDITIONS OF EMPLOYMENT: Individual Employment Contract 

HOURS OF WORK: F/T 76 hrs / fortnight 

RENUMERATION: Social, Community, Home Care & Disability Services Industry Award 

Level 5 Paypoint 3; $90,000 p.a. 

OUR PURPOSE & VALUES 

The Society is concerned not only with alleviating need but also with identifying the unjust 
structures that cause it. (The Rule, Part I Article 7.1)  

MISSION 
The St Vincent de Paul Society is a Catholic lay organisation that aspires to live the gospel message by 
serving Christ in the poor with love, respect, justice, hope and joy, and by working to shape a more just and 
compassionate society. 

VISION 
The Society aspires to be recognised as a caring lay Catholic charity offering a ‘hand up’ to people in 
need. We do this by respecting their dignity, sharing our hope and encouraging them to take control of 
their own destiny. 

SOCIETY OF ST VINCENT DE PAUL NATIONAL COUNCIL OF AUSTRALIA INC. 

The St Vincent de Paul Society has lent the hand of support to Australians experiencing disadvantage 
for over 175 years. Almost 60,000 members and volunteers dedicate their time and talents to this 
important work in communities across the country. As well as visiting individuals and families in their 
homes, the Society runs a range of programs to support people experiencing homelessness; family 
violence; mental illness; help for migrants and refugees; supported employment; addiction services; 
education and training; youth support services and Vinnies shops. 

At the core of the Society’s good work is a grassroots commitment to helping people break their own 
personal cycles of disadvantage. Our members and volunteers are on the ground, every day, acutely 
aware of the hardships that impact the social fabric of modern-day Australia. 

ABOUT THE POSITION 

The Social Media Coordinator will position the National Council of the St Vincent de Paul Society via social 
media, drawing people to the Society’s Mission and to increase awareness of the National Council’s public 
policy priorities on digital platforms.   
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The role will be responsible for organising, executing, and supervising the National Council’s social media 
strategy to raise the profile of the National Council’s public policy advocacy work. The Social Media 
Coordinator will also be responsible for observing and posting on the National Council’s social media 
platforms and interacting with and increasing the organisation’s public profile and audience. 

KEY ACCOUNTABILITIES 

This position is responsible to the National Communications Director, or their delegate, for the following key 
accountabilities. Key Performance Indicators will be established with the successful applicant, taking. 

1. Design, implement and deliver a content and social media plan that leverages the appropriate channels 
and tactics to develop and grow brand awareness and increase business from existing 
members/users/people seeking help and where required donors. 

2. Create, distribute, critically evaluate and manage content through owned channels to grow and manage 
audiences and increase the presence of the Society’s social policy positions. 

3. Evaluate traffic across all National Council and Society platforms and recommend new strategies to 
engage critical audiences 

4. Follow current trends and changes in the various social platforms to ensure maximum effectiveness. 

5. Manage social media accounts’ layout, develop a posting schedule for each platform and monitor 
trending hashtags to increase exposure. 

6. Engage with the audience by answering questions, responding to comments using existing, approved 
messaging. 

7. Address complaints after consultation with the National Communications Director.  

The key accountabilities cannot be delegated without the authority of the CEO or their delegate.  Other 
duties may be required, as directed, commensurate with skills and abilities. 

OH&S RESPONSIBILITIES 

The National Council recognises its moral and legal responsibilities to provide a working environment for 
its employees, volunteers, contractors, visitors, the general public and those whom we serve (our 
companions and our residents), that is safe and healthy.  

The Social Media Coordinator is accountable to the National Communications Director for ensuring that the 
activities of the programs and employees under their management are conducted in accordance with the 
Associations Occupational Health and Safety Management System and in a manner that minimises the risk 
of injury or ill health to all people affected by the activity. Where the risk of injury or ill health cannot be 
eliminated completely the Quality, Risk and Compliance Manager is to ensure that appropriate and effective 
controls are documented and implemented to reduce the risk as far as practicable.  

PROFESSIONAL DEVELOPMENT 

The National Council supports the ongoing professional and educational development of its employees.   

The National Communications Director will assist the employee identify professional development 
opportunities and there shall be a personal development plan that is reviewed and updated each year. 

SELECTION CRITERIA 

ESSENTIAL • Tertiary qualifications in media, new media or related field 

• Exceptional communication and interpersonal skills. 

• Prior experience as a Social Media Coordinator or a related role in the digital 
environment with demonstrated ability to deliver creative content (text, image, and 
video) 

• Expertise in multiple social media platforms with capability to anticipate and use 
future trends in digital technologies and advise National Communications Director 
accordingly.  
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• Demonstrated high level understanding of keyword research, Google Analytics and 
SEO. 

• Understanding of the workings of government and media with attention to public 
policy messaging. 

• Demonstrated expertise in creatives. 

• Demonstrated capability to manage time and projects, set priorities, plan and 
organise work in an environment of conflicting changing demands. 

DESIRABLE • Strategic and business planning skills for investigating and developing innovative 
strategies and options for improving services and achieving increased positive 
consumer outcomes. 

• Graphic design skills. 

• Experience working in a not-for-profit environment. 

CULTURAL FIT This position works as a member of a small multifunctional secretariat. We are seeking 
an applicant who can demonstrate their capacity to work autonomously and in a team 
environment in a reliable and highly professional manner; i.e. can work effectively with 
staff at all levels of the organisation. 
In addition to the selection criteria outlined above, the successful applicant must be able 
to demonstrate they are committed to the Society’s Mission, Vision and Values and will 
bring a collegial and collaborative approach when working with the Society’s leadership. 

INHERENT PHYSICAL REQUIREMENTS OF THIS POSITION 
 

 
Frequency 

Often Sometimes Rarely 

Bending    

Computer based tasks    

Driving     

Kneeling    

Lifting    

Sitting    

Standing    

Walking    

 


