Attachment A: Position Description
	Position:
	Alliance Engagement Coordinator

	Reports to:
	Alliance Policy and Engagement Manager

	Employment Type:
	Full-time, fixed term ending 30 June 2027

	Award classification:
	SCHADS MEA (Level 3) $76,376 to $81,906 per annum

	Location:
	Canberra, ACT



Context and Rationale
This position has been established as part of a recommended restructure of the Alliance team in mid-2026. The Engagement Coordinator role has been designed to provide the operational and administrative capacity the Alliance program requires to deliver its remaining outputs through to 30 June 2027.
With the Alliance program well progressed - governance structures established, cross-sector relationships embedded, and key frameworks in active development - the priority for the remainder of the contract is maintaining momentum and supporting delivery. The Engagement Coordinator plays a critical role in enabling this by managing the day-to-day operational and administrative functions that underpin the Alliance’s work.
The Engagement Coordinator reports directly to the Alliance Policy and Engagement Manager and works under general supervision to support the effective functioning of the Alliance team.
Alliance overview
The Mental Health Community Coalition of the ACT (MHCC) and the Alcohol, Tobacco and Other Drug Association of the ACT (ATODA) jointly deliver the Alcohol, Tobacco and Other Drug and Mental Health Alliance (the Alliance).
The Alliance plays a meaningful role in building capability and capacity to deliver responsive integrated, seamless and coordinated care for people with co-occurring Alcohol, Tobacco and Other Drug (ATOD) and Mental Health (MH) presentations. It supports strategic decision-making, information sharing, leadership, and the achievement of shared goals. The Alliance strengthens ties between the alcohol, tobacco and other drug and mental health sectors to improve outcomes for consumers, carers and families.
This work is underpinned by the ACT Drug Strategy Action Plan 2022–2026, which outlines a shared goal of improving support, coordination, and collaboration across service sectors to improve co-occurring models of care for the consumer-ultimately progressing toward a shared governance framework that focuses on improved outcomes.
Position Summary
The Alliance Engagement Coordinator provides administrative, coordination, and operational support to the Alliance team. Working under the general supervision of the Policy and Engagement Manager, the Coordinator supports the day-to-day functioning of the Alliance’s activities, events, communications, and engagement processes.
This is a structured coordination role suited to someone who is organised, reliable, and able to apply established procedures and methods with initiative and sound judgment. The Coordinator works as part of a small, close-knit team and contributes to a range of administrative and coordination functions across the Alliance program.

Key Responsibilities
Administration and Coordination
1. Provide day-to-day administrative support to the Alliance team in accordance with established procedures, including calendar management, correspondence, and document preparation
1. Coordinate meeting and event logistics for Alliance meetings, forums, and activities, including venue bookings, catering, participant communications, and technology setup 
1. Prepare and distribute agendas, take accurate minutes, and track action items for Alliance governance and team meetings
1. Maintain and organise Alliance files, records, and shared drives to ensure information is accurate, accessible, and up to date
• 	Support the formatting and preparation of documents, reports, presentations, and routine correspondence as directed by the Policy and Engagement Manager
• 	Assist with records management and administrative processes supporting the Alliance’s reporting and accountability requirements
Stakeholder Engagement Support
1. Provide routine day-to-day stakeholder correspondence on behalf of the Alliance, escalating matters requiring attention as appropriate
1. Maintain and update Alliance contact lists and stakeholder databases
1. Maintain the Alliance Portal in accordance with established guidelines, including monitoring content, responding to routine member enquiries, and escalating issues to the Policy and Engagement Manager as required
1. Assist with the coordination of Communities of Practice, Learning Circles, Bus Tours, the Alliance Training Suite, and other collaborative forums, including participant communications and logistics
1. Assist with the preparation of stakeholder communications and knowledge-sharing updates under the direction of the Policy and Engagement Manager
Events and Training Coordination
1. Coordinate administrative and logistical arrangements for Alliance training sessions, workshops, and capacity-building activities 
1. Liaise with presenters, participants, and venues to support the smooth delivery of events and activities 
1. Support the preparation and distribution of event materials, including registrations, resources, attendance records, and post-event follow-up communications
1. Maintain records of event attendance, evaluations, and event outcomes to support reporting requirements
Communications and Knowledge Organization
1. Support routine Alliance communications activities, including maintaining communication channels, distributing updates, and applying established templates and procedures 
1. Assist with the drafting and formatting routine communications materials under the direction of the Policy and Engagement Manager
1. Maintain the Alliance’s evidence and resource library, ensuring materials are organised, current, and accessible to stakeholders
1. Provide administrative information support to stakeholders and team members in relation to Alliance activities 
Governance and Secretariat Support
1. Provide secretariat support to Alliance governance structures in partnership with the Policy and Engagement Manager, including preparation of papers and action logs
1. Maintain governance registers, action logs, and decision records in accordance with established Alliance procedures
1. Assist the Alliance team with a range of functions, contributing to tasks where established practices and procedures apply
Key Selection Criteria
Essential
• 	Strong interpersonal and communication skills, including the ability to engage professionally with stakeholders across community, government, and clinical sectors
• 	Demonstrated experience in an administrative or coordination role, with strong organisational skills and attention to detail
• 	Sound written communication skills, including experience preparing correspondence, formatting documents, and maintaining records
• 	Ability to manage competing priorities, organise workloads, and meet deadlines under general supervision
• 	Experience supporting meetings, events, workshops, or forums, including logistics and participant communications
• 		Proficiency in Microsoft Office Suite and digital communication tools, including maintaining shared drives and online systems
• 		Ability to apply established procedures with initiative and sound judgment, and seek guidance where appropriate
• 	Ability to work collaboratively as part of a small team
Desirable
1. Experience working in a community services, health, or government-adjacent setting
1. Knowledge of, or ability to quickly acquire an understanding of, co-occurring AOD and mental health issues and the ACT service system
1. Experience providing secretariat or administrative support to committees, working groups, or governance structures
1. Relevant certificate, diploma, or associate diploma qualification, or equivalent experience
1. Demonstrated commitment to reconciliation between Aboriginal and Torres Strait Islander peoples and other Australians
General Duties for all ATODA employees
As a small organisation, all staff are expected to work collaboratively to advance ATODA’s overall objectives. This includes:
1. Participating in evaluation, reporting, and regular team meetings
1. Contributing to activities across policy, sector and workforce development, research, coordination, partnerships, communications, and resource development
1. Supporting organisational accountability, including membership engagement and reporting
1. Assisting with the planning and delivery of events
1. Building and maintaining strong relationships with members and stakeholders
1. Contributing to organisational planning, development, and continuous quality improvement
Capabilities for all ATODA employees
Act with integrity
1. Represent the organisation in an honest, ethical and professional way and encourage others to do so
1. Demonstrate professionalism to support a culture of integrity within the team
1. Demonstrate a commitment to social justice, evidence informed and non-judgmental practice
1. Act to prevent and report misconduct
1. Demonstrated commitment to reconciliation between Aboriginal and Torres Strait Islander peoples and other Australians
Manage self
1. Look for and take advantage of opportunities to learn new skills and develop strengths
1. Show commitment to achieving challenging goals
1. Examine and reflect on own performance
1. Seek and respond positively to constructive feedback and guidance
1. Demonstrate a high level of personal motivation
Plan and prioritise
1. Understand team and organisational objectives and align day-to-day activities accordingly
1. Manage and plan own work effectively within the direction provided by the Policy and Engagement Manager
1. Apply established procedures and methods with initiative, and seek assistance when problems arise
1. Respond to changing priorities and circumstances in a proactive and flexible manner
1. Contribute to team planning and provide feedback to inform future scheduling and coordination activities
