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Education Coordinator – June 2026 

Position title:		Education Coordinator 
Location:		Remote with some in-person commitments 			
Hours: 	0.8 – full time 
Tenure: 	Permanent ongoing
Salary:         			Social and Community Services Employee Level 5. Salary packaging provisions apply
Responsible to:	Executive Director

About the Australasian Menopause Society (AMS)

The AMS is a clinician-led society that exists to advance the care of women in midlife by leading clinical education, supporting research and evidence translation, and being a trusted source of information for health professionals and the public. The AMS shares knowledge, resources, and connections to advance evidence-based practice and improve women’s health in Australia and New Zealand. 

Members of the AMS are doctors and other healthcare professionals who have a special interest in women's health in midlife with a focus on menopause and the promotion of healthy ageing. The AMS’s objectives are:
· To promote discussion, study and understanding of midlife women’s health in our community
· To encourage and support research into all aspects of midlife women’s health
· To disseminate quality information to health professionals and the public
· To encourage the application of that information and knowledge as clinical best practice. 

Position summary 

The Education Coordinator supports the coordination and delivery of the AMS education programs, resources, and related stakeholder activities, under the direction of the Executive Director and the AMS Board Education Sub-Committee. The role provides administrative, logistical, and technical support across webinars, courses, workshops, and the Annual Congress by working with clinicians and other subject matter experts to deliver evidence-based education activities. The position also supports CPD accreditation, content management, evaluation and reporting, and member and stakeholder engagement, contributing to the quality, reach, and continuous improvement of AMS education activities and broader operational and strategic goals.
Key responsibilities
Education programs and events
· Collaborate with clinicians, researchers, and subject matter experts to translate scientific evidence into practical and accessible resources for healthcare professionals and the broader community.
· Coordinate the planning, delivery, and evaluation of AMS education programs and calendar of events, including webinars, Menopause Essentials Updates, Workplace Menopause Education, the Annual Congress and podcasts. 
· Assist with the development, coordination and evaluation of the Advanced Course in Menopause Care. 
· Coordinate speakers, moderators, clinicians, and subject matter experts to support the delivery of high-quality clinical, community, and workplace education programs.
· Liaise with conference organisers, project partners, sponsors, and external providers to support the successful delivery of AMS education initiatives.
· Provide administrative, logistical, technical, and operational support for online and in-person education activities, including registrations, event preparation, resource development, and on-site coordination.
· Prepare and submit continuing professional development (CPD) accreditation applications and maintain accurate records of education activities, attendance, participant feedback, and stakeholder databases.
· Assist in the promotion and marketing of AMS education programs, events, and resources through newsletters, social media, website content, email communications, and other channels.
Educational resources and content development
· Assist in the coordination, publication, and promotion of AMS educational resources, including practitioner and consumer fact sheets, presentations, and training materials, ensuring content is current, evidence-based, and regularly reviewed in line with best practice.
· Manage and update content on the AMS eLearning platform, ensuring resources are accurate, accessible, relevant, and user-friendly.
· Prepare a range of organisational documents, including briefings, progress and final reports, meetings agendas and minutes, presentations, training materials, and other publications. 
Evaluation, quality improvement and the support of evidence translation
· Develop and administer evaluation tools, surveys, and reporting frameworks for AMS educational activities.
· Analyse participant feedback, attendance data, and program outcomes to identify opportunities for improvement and innovation.
· Stay informed about emerging research, trends, and best practices in menopause care, women's health, and related fields.
· Undertake research and analysis to inform AMS activities, communication strategies, advocacy initiatives, and policy positions, as required. 
Stakeholder engagement
· Support AMS members by processing membership applications, responding to technical and general enquiries, and providing day-to-day member assistance as required.
· Provide high-quality support, guidance, and engagement to AMS members, volunteers, committees, and stakeholders aligned with the AMS strategic and operational priorities.
· Assist with the coordination of stakeholder engagement activities, including meetings, conferences, workshops, and other events that support collaboration, knowledge exchange, and awareness of menopause-related issues.
Other responsibilities
· Support the Executive Director with whole-of-organisation activities, such as the annual report, the annual general meeting, position statements, sponsor reports, and other initiatives aligned with the AMS strategic plan.  
· Actively participate in organisational, team, and professional development activities to support a collaborative and high-performing workplace culture.
· Role model respectful and professional behaviour within the work environment at all times, including displaying initiative, openness, honesty, genuineness and transparency. 
· Contribute to organisational quality improvement activities and apply a continuous improvement approach to all areas of work.
· Adhere to the AMS Code of Conduct, and all policies, procedures and legislative requirements that includes carrying out one’s duties in a manner that does not adversely affect their or others occupational health, safety and wellbeing.
· Undertake other duties commensurate with the skills, experience, and scope of the position, as reasonably directed.
Skills and attributes – Key selection criteria
1. Tertiary qualifications in education, public health, health promotion, public policy, or a related discipline. 
2. At least 3 years’ experience in education coordination, project coordination, or program administration roles, preferably within the healthcare, membership organisation, or the not-for-profit sector. 
3. Strong understanding of women’s health, menopause, and a commitment to the mission, values, and objectives of the Australasian Menopause Society.
4. Strong experience in education or project coordination, including managing competing priorities, multiple stakeholders, and delivering against deadlines in a fast-paced environment. 
5. Demonstrated ability to develop evaluation tools and reporting outputs, including surveys, data collection, and program evaluation reports. 
6. Strong interpersonal and stakeholder engagement skills, with the ability to build effective working relationships with healthcare professionals, educators, and organisational partners. 
7. Excellent written and verbal communication skills, with the ability to translate complex information into clear, accessible content for diverse audiences. 
8. High level of professionalism, integrity, and discretion, with the ability to manage sensitive and confidential information appropriately. 
9. Proactive, solutions-focused approach with strong problem-solving skills and the ability to work both independently and as part of a small team in a dynamic environment. 
10. Proficiency in Microsoft Office and collaboration tools (including Teams and SharePoint), with experience supporting online learning management systems. 
Desirable 
11. Demonstrated experience supporting or coordinating accredited education activities, including familiarity with CPD processes (particularly RACGP or equivalent). 
Other requirements
· National Police Check certificate. 
· Pre-existing injury or illness declaration prior to appointment to position.
· Employee privacy, confidentiality and security agreement prior to appointment to position.
· New employee induction operational policies and procedures to be completed upon appointment.
Performance monitoring
An initial review of performance will be undertaken within six months of commencement. Annual appraisals and support for development will relate to the key performance areas and responsibilities, as detailed above
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