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Position Description


	Position Title:
	Membership and Participation Coordinator

	Reports to:
	General Manager - Movement and Influence

	Department:
	Movement and Influence

	Position Type:
	Full time, 6-month fixed term contract

	
Classification:
	Social, Community, Home Care and Disability Services Industry Award 2010 (SCHADS Award)
Community Development Worker – Level 5



 (
About
 
VMIAC
VMIAC is the peak Victorian non-government organisation for people with lived experience of mental health issues or emotional distress. We work from a rights-based perspective.
Our vision is 
a world where all mental health consumers stand proud, live a life with choices honoured, rights upheld, and these principles are embedded in all aspects of society.
We undertake individual, group and systemic advocacy and our work includes research and evaluation, education and training, information provision and resource development, as well as limited specialist support programs. We have a strong and continuous focus on engagement with members, and on informing and supporting them in becoming empowered and having their voices heard. 
VMIAC is owned, governed, managed, and staffed by people with a lived experience. We aim to be an organisation in which the diversity of people with a lived experience can meaningfully and powerfully contribute and the employer of choice for the mental health lived experience workforce. We know that by working well together we become a true force for systems change and reshaping consumer experience. We work from a human rights perspective
www.vmiac.org.au
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THIS IS A LIVED EXPERIENCE, CONSUMER POSITION:
Applicants must be people who identify as having experience of mental health challenges, trauma or emotional distress and who have accessed mental health services specifically to support their wellbeing.
Applicants must be willing to reflect on how their own lived experience interacts with that of others; and be able to contribute to the development and implementation of collaborative ways of working.

VMIAC values diverse consumer perspectives, and we aim to reflect this diversity in our staffing cohort.
We are an equal opportunity workplace, and we strongly encourage applications by First Nations people, people from a culturally and linguistically diverse background, d/Deaf and Disabled people and people from the LGBTIQA+ community.



Position overview

The Movement and Influence Team exists to: 

· build movement power 
· strengthen participation and membership 
· amplify lived experience voices 
· coordinate campaigns and communications 
· support community leadership and capability building 
· connect advocacy to public influence and action 

The team integrates communications, participation, training, campaigns, and engagement into one connected movement-building function. 
This is an exciting opportunity for someone who is passionate about building community, strengthening lived experience leadership, and creating meaningful pathways for people to participate in collective action. The Membership and Participation Coordinator plays a key role in bringing VMIAC’s movement to life by activating members, coordinating participation opportunities, facilitating engagement activities, and helping people connect their lived experience to leadership, advocacy, and community mobilisation.
Reporting to the General Manager - Movement and Influence, the Membership and Participation Coordinator will work across engagement and organisation-wide projects while contributing to a positive, accountable, and inclusive workplace culture. The role offers the chance to collaborate closely with members, consumers, and colleagues to help shape participation, strengthen connection, and support VMIAC’s broader influence and impact.


Working Relationships

	Internal
	External

	CEO
	VMIAC Members

	General Manager - Movement and Influence
	Consumers

	General Manager – Rights and Advocacy
	Partners

	General Manager – HR and Quality
	Suppliers

	General Manager – Finance and IT
	

	Movement and Influence team
	

	All staff
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Specific Responsibilities
Membership and Participation 
· Coordinate membership engagement activities 
· Support special interest groups and member forums 
· Coordinate member onboarding and participation pathways 
· Support psychologically safe participation practices 
· Increase member participation in campaigns and consultations 
Facilitation and Community Engagement 
· Co-facilitate member meetings and engagement activities 
· Support community participation and consultation activities 
· Build engagement opportunities for members and consumers 
· Support participation pathways into leadership and representation 
Movement Activation 
· Support mobilisation activities connected to campaigns and advocacy priorities 
· Assist with partnership and engagement activities 
· Support community relationship-building and member engagement strategies 
Digital and Engagement Support 
· Support HubSpot engagement workflows and CRM participation processes 
· Assist with member-facing communications and engagement activities 
· Support website engagement content and participation pathways 
· Provide light creative and communications support as required


Summary of Key Result Areas

	Key Result Areas
	Key Performance Indicators

	Membership engagement and participation



	Coordinate and deliver an agreed calendar of membership activities, forums and special interest groups
Increase active member participation across meetings, consultations and events
Maintain consistent communication and follow-up with members, including welcoming new members and supporting participation pathways

	Facilitation and community connection

	Facilitate or co-facilitate regular member meetings and participation opportunities in line with VMIAC’s values
Support safe, inclusive and accessible participation for members across diverse communities
Capture and respond to member feedback and identify emerging themes or opportunities

	Membership systems and coordination

	Maintain accurate membership records and participation data in HubSpot and other agreed systems
Support implementation of improved membership processes, workflows and communications
Provide timely reports and updates on membership participation, trends and engagement outcomes



Skills, Competencies, Behaviours and Requirements
Essential licence, qualification or registration requirements
· A lived experience of mental health issues is essential for this role.
· Knowledge or experience of the issues facing consumers of mental health services.
· A current Victorian Driver's Licence and is prepared to travel for work purposes
· Current Police Check and Working with Children Check

Essential skills, competencies and behaviours
· Tertiary education in community services, community development or other relevant areas or an equivalent combination of experience, education or training 
· Demonstrates a commitment to consumer participation at an individual, group and organisation level.
· Experience communicating, collaborating with and representing a diverse range of people in both and individual and a group setting.
· Strong organisational skills with an ability to effectively plan work to meet objectives and manage the needs of consumers.
· Demonstrated written communications skills with experience writing letters, reports, case notes and submissions.
· Sound verbal communications skills and professional presentation.
· Intermediate skill in Microsoft Office and experience working with a client database is essential.

Highly regarded
· Knowledge of social organising is highly desirable
Special Conditions
· Rural travel outside core business hours is inherent in VMIAC roles and is required state-wide to meet with service providers, agencies and communities.

Support and development

VMIAC will provide regular supervision and mentoring to the person in this role. 
All VMIAC roles include training and development opportunities, which can include the development of leadership and other required skills and attendance at conferences.
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