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POSITION DESCRIPTION

	JOB TITLE
	Digital Media Co-Ordinator

	EMPLOYMENT TYPE
	Part Time (FTE 0.6 – 3 days per week)

	LOCATION
	Birrarung Building, Fed Square, Narrm (Melbourne) VIC

	REPORTS TO
	CEO

	TEAM
	Office of the CEO

	SALARY
	$70,000 per annum + super (negotiable based on skills and experience)

	KEY RELATIONSHIPS
	KHT Marketing Consultant, KHT Marketing Agency, KHT Managers & CEO

	VERSION
	V1.0



The Koorie Heritage Trust

The KHT is a First Peoples owned and managed not-for-profit organisation. Our Vision is to ensure the rich cultural heritage, history and knowledge systems of First Peoples are valued, celebrated and an active part of society. Our Purpose is to nurture, honour and celebrate the continuing cultures and Songlines of the First Peoples of south-eastern Australia. Our Values are Courage, Respect, Care, Reciprocity, Integrity and Responsibility.

We provide a unique environment rich in culture, heritage and history which welcomes and encourages First Peoples and the broader community to come together in the spirit of learning and reconciliation in a safe environment. We are a place for everyone.  We see ourselves as a knowledge bank and vital community resource to facilitate sharing, learning, collaborating and creating.

At the KHT, we hold the only collection in Australia dedicated to the Koorie art and culture of South Eastern Australia including historic and contemporary artworks and objects, oral histories, photographic archives and a reference library. Our collections provide a tangible link to connect the Koorie community to the past and assist in the ongoing building of contemporary Aboriginal culture in Victoria. Our Cultural Education programs include guided walking tours of the Birrarung Marr (River of Mists / Yarra River) and other sites of cultural significance at Federation Square and within the Melbourne CBD for schools and organisations, and the general public. Our Cultural Education Programs also include Building Aboriginal Cultural Competency and Building Cultural Safety in the Workplace workshops and training programs offered within the framework of professional and personal development for all sectors. Through our Koorie Family History Service, we provide confidential client-based genealogy research to assist members of the Stolen Generations, Koories in custody and members of the Koorie Community to trace their family history and access records.

The Koorie Heritage Trust is a not-for-profit Incorporated Association operating under the Associations Incorporation Reformed Act 2012. It is managed by a Board of Management.

Position Summary

Reporting to the CEO, the Digital Media Coordinator is responsible for coordinating, scheduling, monitoring and evaluating the impact of KHT’s digital media channels. A strategic marketer and communicator, they will work with KHT’s program areas (Exhibitions, Collections, Public Programs, Cultural Experiences, shopKHT, Front of House and Koorie Family History Service) to plan, create, post and review the KHT’s Website, Instagram, Facebook, and LinkedIn platforms, as well as any other digital media platforms that the KHT may wish to engage with from time to time. In addition, the role will be responsible for creating and publishing digital marketing campaigns including the KHT’s monthly “What’s On” as well as any specific program area campaigns (eg the KHT’s shopKHT’s digital marketing campaigns). By creating and posting highly engaging digital content, the aim is to create an impactful online presence to not only engage with KHT’s existing audiences but engage new audiences and supporting longer-term audience growth.

The role works closely with our Marketing Consultant, our Team Managers, our Brand Agency and CEO (Key Stakeholders) to ensure our paid and organic media campaigns align with our communications plans and deliver the required results.

The Co-ordinator will be tech savvy, creative, capable, hands-on and eager to be part of an established yet growing business, with strong written communication skills, an understanding of the nuances of communicating using digital platforms, especially in a First Nations community-engaged context, and be highly organised and systems focused. This is a great opportunity for a creative, data led marketer with a passion for digital media and digital media content creation to support the ongoing development of the KHT in promoting it as a destination of choice.

Key Responsibilities

Reporting to the KHT’s CEO, the Digital Media Coordinator will be responsible for coordinating and growing KHT’s digital media presence focusing on engagement with the general public, tourism and our community. You will do this through:

· Co-ordinating the KHT’s digital media schedule and creating digital communications. 
· Liaising with the KHT program areas to create and monitor content pieces and campaigns, including photo and video content, for KHT’s digital media platforms, primarily KHT’s Website, Instagram, Facebook, and LinkedIn platforms, as well as any other digital media platforms that the KHT may wish to subscribe to from time-to-time, and including both paid and organic content.
· Assisting in the development of ‘pull’ communications content to promote and develop in particular external interest in KHT’s Guided Tours, Cultural Workshops, Venue Hire and shopKHT.
· Creating and publishing digital marketing campaigns including the KHT’s monthly “What’s On” as well as any specific program area campaigns.
· Coordinating the digital marketing campaign for shopKOORIE including creating photo and video-contents of shopKOORIE merchandise.
· Creating opportunities that engage with visitors including eg, vox-pop video interviews regarding KHT related topics, brands, products, programs and services.
· Monitoring and responding in a timely manner to any online public engagement including public queries, comments and/or feedback received via KHT’s digital platforms.
· Reviewing and advising on digital media analytics.
· Stay updated on industry trends and emerging digital media platforms, identifying opportunities for innovation.

Selection Criteria

Essential

· Proven experience in digital media coordination or similar role.
· Strong understanding of social media platforms, tools and analytics.
· Familiarity with social media advertising and paid promotion strategies.
· Strong written and verbal communication skills including copywriting and copy-editing skills as well as writing attention grabbing, scroll-stopping digital media copy in line with the KHT’s tone of voice.
· Strong analytical skills.

Desirable
· Degree or diploma in related disciplines.
· Graphic design experience to create, resize and redesign imagery to suit the relevant digital platform, ie Instagram stories.
· Experience in Adobe Creative Suite.
· Experience in Google Analytics
· Experience in Not-for-Profit and / or cultural organisations
· Experience in SEO and SEM
Work Hours

The position is FTE 0.6 (3 days a week), 9am-5pm, including a one-hour lunch break. 

The role also requires after hours and weekend work as needed to capture and publish social media content related to the KHT’s various programs, eg exhibition launches and associated public programs and events, cultural walking tours and education workshops. Any after hours and weekend work will be financially compensated at the hourly rate for the role.

Other Information

Equity and Diversity

The KHT is an equal opportunity employer and offers all employees;

· First Aid Training
· Employee Assistance Program (EAP) free to all employees and their immediate families
· Diversity & Inclusion Training
· Cultural Competency & Safety Training
· Salary Sacrificing
· Flexible Working Arrangements (depending on the requirements of the role) 

General

As we evolve to meet the changing needs of the Victorian Koorie and wider communities, so will the roles required of all our staff.  As such, this document is not intended to represent the role which you will perform in perpetuity. This position description is intended to provide an overall view of the role as at the date of this statement. In addition to this document, the specifics of the role will be described in local area work and project plans, and in performance plans developed in consultation with you and as part of our performance management process.

All our employees are required to undergo Human Resources and Risk, Safety, Security & Environment Inductions.

Conditions of employment are pursuant to the National Employment Standard.

Employees are required to ensure that they understand and adhere to our HR policies and procedures as varied from time to time.

All new appointments are subject to a probationary period, which may be subject to review.
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