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Position Description
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	Training Support and Administration Officer

	Tenure
	Fixed Term contract until 30th June 2027

	Status
	Part time

	Hours of Work
	30.4 hours per week

	Award Classification
	As per Social, Community, Home Care and Disability Services Award, Community Development Worker Level 5

	Date Prepared 
	29th June 2026

	Probation Period
	6 months

	Reports To
	Education and Engagement Manager 



ORGANISATIONAL OVERVIEW:
Council on the Ageing (COTA Victoria) is the leading not-for-profit organisation representing the interests and rights of people aged over 50 in Victoria. For nearly 70 years in Victoria, we have led government, corporate and community thinking about the positive aspects of ageing. 
 
COTA Victoria's strategic and operational focus is on promoting older age as a time of opportunities for personal growth, contribution and self-expression. We believe there are obvious National, State, community, family and individual benefits from this approach.

COTA Victoria has an experienced Board; highly qualified, permanent staff located in a central Melbourne office location; and a broad State membership and volunteer base.

The reason we exist: 
· We improve the lives of Victorians as they age: by championing the strengths, desires and decisions of older people. 
· We believe that ageing is not a problem to be solved, but a powerful and natural phase of life to be lived with meaning, autonomy and connection. 
· We work alongside older people to uphold their rights, amplify their voices, and ensure their full participation in the economic, social and cultural life of our communities. 

The impact we are aiming for: 
· Older Victorians are empowered to make decisions, shape their own futures, and live with purpose at every stage of later life. 
· We envision a society that recognises the gifts of ageing — experience, wisdom, creativity, care — and places older people at its heart. 
· Through our advocacy, services, partnerships and campaigns, we unlock the potential of ageing to enrich lives, strengthen communities, and create intergenerational value. 

What we’re focusing on: 
· We influence 
· We empower 
· We amplify 

Organisational values: 
· Respect 
· Diversity 
· Collaboration
· Integrity 
[bookmark: _Hlk129868270]POSITION OBJECTIVE:

The Training Support and Administration Officer will report into, and work closely with, the Education & Engagement Manager to support education sessions and will be responsible for assisting in developing appropriate additional resources to support education programs.
 
A responsibility will be to support the delivery a statewide elder abuse capability building project. In particular, the Officer will, in collaboration with our partners, deliver the professional training. Key activities will include reporting and evaluating the project.

RESPONSIBILITIES:

Reporting to the Education and Engagement Manager, this position is required to provide a wide-ranging support to COTA Victoria and Seniors Rights Victoria to ensure the smooth operations of the organisation including, but not limited to, the following: 

· Support the planning, coordination, and delivery of training projects and programs to meet organisational and workforce development objectives.
· Support the development, review, and maintenance of training resources, learning materials, and program documentation.
· Coordinate training logistics, including scheduling sessions, managing enrolments, booking venues, and preparing training materials.
· Deliver training to groups in person and online.
· Collect and analyse participant feedback and training data to evaluate program effectiveness and identify opportunities for improvement.

Other
· To undertake other duties as directed.

KEY SELECTION CRITERIA 

· Experience in delivering training and/or education projects in person and online.
· Knowledge of office administration systems and procedures
· Proficiency in Microsoft Office365 suite (Outlook, Word and Excel in particular), SharePoint (Or similar Intranet system), Microsoft Teams.
· Understanding of elder abuse and/or family violence sector/s
· Understanding of and experience in delivering evaluation of training or other projects
· Proficient at public speaking
· Understanding of issues and challenges facing older people and the systems that they can access in Victoria.

DESIRABLE
· Certificate IV in Training and Assessment would be beneficial but not required. 
· Experience in project management. 
· Demonstrated experience delivering community or professional education.
· Knowledge of MARAM principles and practices
· Experience working with older people. 
· Knowledge of elder abuse and / or family violence

SPECIFIC RESTRICTIONS/CONDITIONS
· Must be physically capable to carry out administrative duties, involving extended periods of VDU use.
· This role may occasionally require out-of-hours work and travel intra and interstate Position 
· Must have current Victorian driver’s license and be accepted for insurance cover 
· Employment is subject to an ongoing satisfactory police check. 
· Hybrid work arrangement with a combination of work from home and in office.

ACCOUNTABILITY AND EXTENT OF AUTHORITY
· Statement of accountabilities for this position (if relevant) is outlined within the organisations Delegation of Authority. 

OTHER RELEVANT INFORMATION

Location:		Level 1, 420 St Kilda Road, Melbourne
Other:		Council on the Ageing has an Enterprise Bargaining Agreement (EBA) that covers all COTA employees:  3 years from 12th May 2021.
Salary Sacrifice:		Available in accordance with Australian Taxation Office legislation and regulations, and in accordance with the Council on the Ageing’s Policy and Procedure
Self-Referral:	It is COTA policy that no staff member or volunteer shall, under any circumstances, refer work to themselves, their families or other members of their firms.

AUTHORISATION & ACCEPTANCE

Employer		Chief Executive Officer
				 
Signature		

Incumbent		
		
Signature		

	 
Date			
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