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Position Description 

Media and Communications Coordinator 

 

Location: National Office - Melbourne 

Department: Strategic Communications and Marketing 

HS Level: 

Tech One Authority Level: 

HS3 

0 

Employment Type: Maximum Term, Full time 

Approved By: Kristene Reynolds 

Date Approved: January 2022 

Agreed By:  

Date Agreed:   

 

1. HEADSPACE VISION  

All young Australians are supported to be mentally healthy and engaged in their communities. 
 

2. HEADSPACE MISSION 

headspace collaborates to design and deliver innovative ways of working with young people to 
strengthen their mental health and wellbeing. 
 

3. HEADSPACE VALUES  

At headspace, we are inspired by and believe in the power of youth.  We work together to deliver 
authentic, progressive and inclusive services to build a brighter future with young people.  We 
know where we’re going, we’re guided by our values, and we’re committed to getting there 
together. Our people play an important part in shaping our culture and therefore, all headspace 
employees are expected to undertake their work in accordance with the headspace values as 
follows: 
 

• Inclusion - We have a welcoming, safe and inclusive work environment - we believe that 
there is strength in difference  

• Collaboration - We share information and work collaboratively, internally and externally, to 
deliver great outcomes with young people 

• Agility - We are agile and innovative in our approach, so that we continue to meet the 
changing needs of young people 
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• Excellence - We have dedicated people who are empowered to deliver on our promises so 
that we can provide professional, high quality services 
 

4. HEADSPACE VISION FOR RECONCILIATION 

The headspace vision for reconciliation is an equitable Australia where the 60,000 year old 
cultures and continuing connection to Country of Aboriginal and Torres Strait Islander peoples are 
respected and celebrated. This future Australia is united by the understanding of our shared past, 
upholds the rights of Aboriginal and Torres Strait Islander peoples, and embraces self-
determination and diversity. The headspace Reconciliation Action Plan formalises our commitment 
to reconciliation and to strengthening the social and emotional wellbeing of Aboriginal and Torres 
Strait Islander young people and communities. 

 

5. COMMITMENT TO CHILD SAFETY 

headspace is committed to being a child safe and child friendly organisation that recognises, 
respects, and promotes the rights of children, young and vulnerable people. We recognise our 
responsibilities in keeping young people safe from any abuse from or by our employees and 
volunteers and will ensure that the safety of young people is always our first priority. headspace 
has a zero-tolerance policy to child abuse, harm, and neglect.  

 

6. POSITION SUMMARY 

Reporting to the Media and Communications Manager, the Media and Communications 
Coordinator plays a critical role in supporting the media and communications function at 
headspace.  
 
This role will support the Media and Communications Advisor in driving positive media outcomes 
for the brand and working within the broader Strategic Communications and Marketing team. In 
this role you will also support the Media and Communications function to drive successful media 
outcomes for headspace National campaigns and programs. The role is also responsible for 
managing administrative tasks to ensure the seamless running of the function, including but not 
limited to invoice processing, media list management and media reporting.  
 

7. POSITION CONTEXT 

We are looking for an ambitious and driven individual, with demonstrated experience and 
qualifications in communications or public relations.  

This role forms part of the Strategic Communications and Marketing division at headspace national 
(hN), reports to the Media and Communications Manager and works in partnership with the Media 
and Communications Advisor.  

The Strategic Communications and Marketing division is responsible for internal and external 
communications and marketing, fundraising, brand and reputation management, traditional and 
social media strategy and engagement, community awareness campaigns and stakeholder and 
community engagement. 

 

8. KEY RESPONSIBILITIES/OUTCOMES 

• Support in achieving local and national media outcomes for the headspace brand, in 
accordance with the Media and Communications strategy   
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• Provide media and communications support to a range of key headspace projects 
initiatives and campaigns 

• Support with the delivery of daily media monitoring and reporting, including compiling 
media activity reports and flagging any potential issues  

• Support with responding to ad hoc media requests and facilitating responses 

• Support with the development of media materials including but not limited to, media 
releases, key messages, briefing documents, speech notes, social media posts and media 
statements 

• Coordinate administration tasks for the Media and Communications function including, 
setting up meetings, answering inquiries from the headspace network, updating media 
contact database, liaising with suppliers and processing invoices   

• Under direction, undertake desktop research support and project assistance 

• Provide support on key priorities and major projects of the Strategic Communications and 
Marketing team, under the direction of the Media and Communications Manager and in 
partnership with the Media and Communications Advisor, including stakeholder and 
community engagement, campaigns, media, events, and corporate partnerships 

• Undertake out of hours work and travel, where appropriate 

• Any other duties consistent with the position where required by the Media and 
Communications Manager and Advisor and/or Executive Director of Strategic 
Communications and Marketing and/or headspace Executive 

 

9. SELECTION CRITERIA 

The following criteria must be met for consideration for this position: 
 

9.1 Essential 

• A tertiary qualification in PR, communications, media, or a related discipline, and/or 
equivalent demonstrated experience in a related field 

• Experience in media or PR, demonstrating critical thinking and creative problem solving, 
media engagement and sound knowledge of the Australian media environment (experience 
can include discipline relevant internships and relevant work experience)  

• Experience with media monitoring and reporting 

• Experience working with the media  

• Proven track record in coordinating administrative tasks 

• Strong writing skills that can be applied across a variety of marketing and communication 
needs, 

• Strong interpersonal and presentation skills to build relationships both internally and 
external Ability to work collaboratively, to prioritise work requirements, work autonomously 
when appropriate, consult appropriately and respond to direction in a fast-paced 
environment 

• Ability to work under direction within clearly defined established guidelines and work 
procedures  

• Demonstrated high level initiative and problem-solving capability 

• Adept at managing conflicting deadlines and priorities in a timely manner  

• Enthusiasm to develop skills in media and communication, working within an agile and fast-
paced environment  

• Ability to remain calm under pressure and focussed, working with challenging subject 
matter and tight deadlines    
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9.2 Desirable 

• Experience in issues and crisis management 

• Experience working in a busy and fast-paced environment  

• Experience in a government, government agency or not-for-profit communications setting 

• Experience or understanding of the mental health, or broader health sector 
 

10. POLICIES AND WORKPLACE PRACTICES 

All headspace employees are required to acquaint themselves with the organisation’s policies and 
procedures and to abide by them at all times.  

It is expected that at all times, employees will: 

• be respectful towards the organisation, colleagues, clients and the general public 

• be cognisant with and uphold the objectives and philosophy of headspace 

• act collaboratively with all colleagues 

• act in a safe and responsible manner at all times 


