
 
 

Position Description 
 

 

 

POSITION TITLE: Communications and Marketing Coordinator   

DATE: 23 June 2022  

HOURS: 3 days per week, occasional after-hours and weekend 
work 

TYPE OF EMPLOYMENT: Fixed-term, part time 

CLASSIFICATION LEVEL:  Level 4 of the SCHCADS Award 

 

 

Organisation Overview 

The mission of the Port Phillip EcoCentre is to connect and inspire people to care for 
our land, water, wildlife and wellbeing. 

The EcoCentre is a not-for-profit umbrella environment organisation with a vision of a 
healthy, thriving, and resilient planet where humans live in balance with the natural 
world.  We work closely with the community, government, schools, businesses, 
research institutes and a network of approximately 30 affiliate environmental 
organisations that are primarily based in Greater Melbourne. Our team of scientists, 
teachers and 3000+ volunteers implement innovative environmental and climate 
action programs. 

The EcoCentre is an incorporated association and is managed by a community-
based elected committee of management. 

Over the next three years, we are striving for four outcomes: 

 Connect: People are connected to nature and each other. 

 Act: Individuals and groups take action to mitigate climate change and protect 

the environment. 

 Transform: Our partnerships and networks drive positive systemic 

environmental changes. 



 Enable: The EcoCentre is an effective, efficient, inclusive and innovative 
organisation. 

The impact and expertise of the EcoCentre grows dynamically and team members 
can expect to actively develop and test initiatives, while building our well-respected 
standing, and ensuring systems are structured for growth.  

The EcoCentre is currently working with the City of Port Phillip to redevelop the St 
Kilda Botanic Gardens site into a ‘world-leadership’ rated sustainable community 
hub. This facility redevelopment and related program expansion is a key focus for 
communications and fundraising from 2022-2024. 

Port Phillip EcoCentre acknowledges the First Peoples of the land and waters it 
operates on and acknowledges that these were never ceded. The EcoCentre is an 
equal opportunity employer, and is a child-safe environment with a Child Safe Policy. 
 

Purpose and Functions of the Communications and Marketing Coordinator 

The purpose of the role is to grow impactful participation in the EcoCentre, by 
communicating the vision and brand to a range of internal and external groups, current 
and prospective participants. In consultation with program and project managers, the 
Communications and Marketing Coordinator will coordinate a range of printed reports, 
digital content and social media, traditional media, and physical brand identity (e.g. 
signage, uniforms). They will manage the EcoCentre website and CRM system, deliver 
multimedia digital storytelling, and draft collateral for fundraising campaigns. Content 
will align with the EcoCentre brand voice and Strategic Plan objectives. 

While the role does relate to outdoor environments, it involves mainly desk-based 
work. It is based at the EcoCentre offices, with some opportunities to attend events 
and programs outdoors or online. 

 

Key Responsibilities, Duties and Roles  

 Grow participation in EcoCentre programs and the organisation, and cultivate 

a strong, positive sense of EcoCentre community membership and mission 

through a variety of media. 

 Streamline, grow and maintain our CiviCRM database of members, donors, 

subscribers, participants and supporters, partners, funders, etc. 

 Develop and implement a Communications and Marketing Plan in 

consultation with the Operations and Community Action Manager. 

 

 Proactively create and collate written, photographic and video content for 

newsletters, social media and website, write articles and blog posts in 

collaboration with project coordinators, and coordinate EcoCentre publications 



and style guide. 

 

 Maintain the website and the CiviCRM system to stay secure, up to date and 

fully functioning, showing relevant content. Identify automations, widgets or 

process improvements for the CRM. 

 

 Coordinate digital and print communications for donor-based fundraising 

appeals, in consultation with the Executive Officer and Operations and 

Community Action Manager. 

 

 Implement short-form digital storytelling including video clips and blogs. 

 

 Responsible for maintaining the asset library, digital and hard copy, of stills, 

clippings and video content. 

 

 Identify and support best practice technology, platforms and strategies for 

hybrid events and engagement. 

 

 Coordinate social media content for EcoCentre on platforms including 

Facebook, Instagram, YouTube, Twitter and LinkedIn. 

 Maintain an active understanding of the complete range of EcoCentre 

programs and activities, impacts and user experiences through personal 

participation, and efficient coordination with project leaders, staff, volunteers 

and participants. 

 Ensure cross-cultural inclusiveness of communication practices and 

marketing campaigns. 

 Recommend and collate meaningful evaluation measures for communications 

and marketing programs, to report on outcomes in alignment with our 

Strategic Plan 2021-2024 – Monitoring and Evaluation Framework. 

 Support the Executive Officer as required. 

 

 

Relationships and Accountabilities  
Reports to:    Operations and Community Action Manager   
Supervises directly:     Volunteers, interns 
 
 
Key relationships 

 EcoCentre staff, volunteers and Committee of Management 

 External media outlets 



 Partner groups and funding bodies including schools, local government, 

community organisations and other potential funders and partners 

 

 

Key Selection Criteria 

 
1. A relevant tertiary qualification (or equivalent) and three years of work 

experience in a relevant field. 

2. Outstanding communication and storytelling skills with demonstrated ability to 
write, pitch and place impactful emails, media releases, blogs, social media 
copy, surveys and reports. The ability to write clear and concise texts for various 
media platforms and contexts is essential. 

3. Demonstrated success in face-to-face and digital network-building, acquisition 
and retention plans for members, donors, volunteers and subscribers. 

4. High level of IT proficiency including database administration, Microsoft Office 
suite, social and digital media and apps. Basic HTML knowledge and 
experience with CiviCRM and Adobe Creative Suite is regarded favorably. 

5. Excellent strategic and inter-personal skills to work as an effective team 
member and to build relationships with the media, government, business, wider 
community and funding partners. 

6. Demonstrated project coordination and time management skills, including 
setting priorities to achieve objectives efficiently. Ability to write quality 
presentations, evaluations and other reports and proven ability to manage 
competing demands. 

7. Excellent understanding and demonstrated commitment to environmental 
issues, sustainability principles and practices. 

 
 
Other relevant skills, knowledge and experience 

1. Working with Children check. 

2. Current First Aid Level 2 certification. 

3. Practical examples of commitment to improve diversity, equity and inclusion. 

4. Proven ability to focus on key actions that achieve impact with limited 
resourcing. 

5. Experience with community environment groups well-regarded. 
  

 

 


