


Position Description
Project and Engagement Coordinator

1. Position Details
	Job title 
	Project and Engagement Coordinator 

	Position Number 
	403

	Reports to 
	Chief Executive Officer

	Employment status 
	Part time (0.5 FTE) with flexibility to increase hours for the right candidate, Fixed term for 12 months.

	Ordinary hours 
	Pro rate for the agreed FTE based on a full time week of 38 hours per week. Some additional hours, travel and community or stakeholder meetings outside standard business hours may be required. 

	Location 
	Negotiable within southern Australia, with regular online engagement and periodic travel across member jurisdictions and partner locations. 

	Salary 
	$92,286.48 - $99,294.52, paid pro rate according to the agreed FTE


	Direct reports 
	 Nil

	Date reviewed 
	May 2026 




2. Organisational context
The Southern Australian Aboriginal Land and Sea Management Alliance Limited (SAALSMA) is a southern Australian Aboriginal-led alliance that brings together Aboriginal organisations working in land, sea and sky Country management across southern Australia. SAALSMA exists to strengthen connection, coordination and collective action for Country.
SAALSMA is founded on the understanding that Country is a living, interconnected system of lands, waters, skies, species, culture, knowledge and relationships and that no one Nation or organisation can carry the responsibility of caring for Country alone. SAALSMA works to strengthen a collective voice and shared responsibility to Country and each other, so that Country and culture can thrive.
SAALSMA supports Aboriginal organisations to share knowledge, strengthen capability, build partnerships and advance common priorities. SAALSMA works across boundaries between Nations, organisations, jurisdictions and systems to ensure Aboriginal-led priorities are recognised and reflected in decision-making.
SAALSMA’s work is guided by the values of Cultural Authority, Connection, Integrity and Self-determination and is anchored in respect for the sovereignty and cultural governance of Aboriginal Nations. Members determine their own priorities and lead work on Country, while SAALSMA creates the conditions for stronger collaboration, coordinated action and lasting outcomes for land, sea and sky Country.
Through its strategic focus areas, SAALSMA works to:
· Strengthen cultural governance and protect knowledge
· Build the organisational capacity and self-strengthening of member organisations and the Alliance
· Foster connection, collaboration and knowledge exchange across southern Aboriginal Nations
· Support Aboriginal-led stewardship of land, sea and sky Country through cultural knowledge, partnerships and investment
· Enable culturally aligned economic pathways that support care for Country and the long-term wellbeing of communities

3. Position purpose
The Project and Engagement Coordinator is an operational coordination role within SAALSMA, responsible for supporting the planning, coordination and delivery of programs and projects that advance Aboriginal-led outcomes for land, sea and sky Country across southern Australia. The role contributes to effective program delivery by coordinating activities, maintaining project and engagement documentation, supporting culturally safe engagement, and assisting with reporting to meet organisational and funding requirements.
Working under the general direction of the Chief Executive Officer, and closely with SAALSMA staff, member organisations, partners and stakeholders, the Project and Engagement Coordinator provides practical coordination, engagement and administrative support across key initiatives. The role helps translate priorities into practical work plans, coordinates meetings and communications, assisting with stakeholder engagement activities, supports procurement and contract administration as required, and prepares timely, accurate reports and project materials. The role contributes to continuous improvement and team effectiveness, supporting delivery of initiatives aligned with community priorities, cultural governance and long-term sustainability.

4. Role context, scope and complexity
The Project and Engagement Coordinator works within a complex Aboriginal-led alliance environment, supporting programs and projects that advance Aboriginal-led outcomes for land, sea and sky Country across southern Australia. The role sits within SAALSMA’s operational function and works closely with Aboriginal organisations, partners, funders and internal staff to coordinate activities within culturally determined governance frameworks. The position requires sound understanding of culturally safe ways of working, partnership-based delivery and accountability to community priorities, while aligning day-to-day work with organisational objectives and external requirements.
The scope of the role involves coordinating multiple project activities that may vary in scale, stakeholders and timeframes, often in contexts of evolving priorities and competing demands. The Project and Engagement Coordinator applies initiative and judgement to organise work, maintain schedules and records, coordinate inputs, follow up actions, and support delivery against milestones. Complexity is increased by the need to work respectfully across jurisdictions and stakeholders, and to balance operational requirements with cultural integrity and community-led decision-making. The role is accountable for the quality and timeliness of their work outputs and for escalating risks, issues and decisions to the Chief Executive Officer as required.

5. Key expectations
Aboriginal-led co-design and cultural capability
· Support Aboriginal-led co-design approaches across programs and projects, ensuring coordination activities align with community priorities and cultural governance arrangements
· Work respectfully with Aboriginal organisations and Knowledge holders, recognising cultural authority and supporting culturally safe ways of working
· Support facilitation of meetings, yarning circles, workshops and forums, ensuring participants are supported and protocols are respected 
· Apply cultural capability and sound judgement to support coordination and decision-making in community-led environments, and seek guidance when required

Program and project delivery
· Co-ordinate the planning and delivery of SAALSMA program and project activities to support agreed outcomes within scope, timeframes and available resources
· Support translation of strategic priorities into practical delivery plans, work programs, schedules and milestones
· Coordinate engagement plans and schedules (online and on Country), including logistics, invitations, agendas, culturally appropriate materials and follow-up actions 
· Monitor progress against deliverables, maintain action and risk logs, and escalate delivery risks and issues to the Chief Executive Officer where required

Governance, systems and compliance
· Support implementation of program governance arrangements, project plans and delivery systems, and contribute to improving templates and processes
· Support compliance with funding agreements, contractual obligations, organisational policies and reporting requirements by maintaining accurate records and tracking key dates and deliverables
· Maintain accurate documentation and records to support transparency, accountability and audit readiness

Stakeholder and partnership management
· Build and maintain effective working relationships with Aboriginal organisations, project partners, Knowledge holders, government and non-government stakeholders, using culturally safe and respectful communication
· Act as a day-to-day point of contact for engagement matters, responding to enquiries, coordinating information flow and ensuring stakeholders are kept informed in culturally appropriate ways 
· Coordinate meetings, communications and follow-up actions with partners and stakeholders to support delivery and shared accountability
· Navigate stakeholder environments with professionalism and cultural awareness, escalating sensitive issues and risks as required

Program management and continuous improvement
· Coordinate project administration and support delivery operations, including scheduling, tracking actions, maintaining registers, and supporting progress updates
· Identify and suggest opportunities for continuous improvement in systems, processes and delivery approaches
· Prepare high-quality reports, briefings, correspondence and materials for governance groups, executives and SAALSMA committees, with guidance as required

Team contribution and organisational responsibilities
· Actively participate as a member of the SAALSMA team, contributing to coordination, planning and review activities and supporting a culturally safe work environment for all staff
· Comply with all organisational policies, procedures and codes of conduct and support their effective implementation
· Contribute to the development of proposals, reports, briefs and communication materials as required, and undertake other reasonable duties as directed from time to time.

6. Decision-making, autonomy and accountability
The Project and Engagement Coordinator works with a level of autonomy appropriate to an operational coordination role, applying initiative and judgement to organise work, progress tasks, and support delivery of project and engagement activities within agreed plans, procedures and culturally determined governance frameworks. The role is responsible for day-to-day coordination decisions such as scheduling, prioritising tasks, following up actions, maintaining records, and identifying emerging issues or risks. More complex matters, significant changes to scope, budget impacts, or sensitive stakeholder issues are referred to the Executive Officer for direction.
The role is accountable for delivering accurate, timely and high-quality coordination outputs, including project and engagement documentation, meeting support, registers, correspondence and reporting inputs. The Project and Engagement Coordinator supports compliance with funding agreements and organisational policies by tracking requirements and maintaining records, and is responsible for escalating risks, issues and decisions that require management attention. Accountability is exercised through clear communication with Aboriginal organisations, partners and internal stakeholders, and through regular progress updates to the Executive Officer.
Indicative decisions made by this role
· Decide how to coordinate and sequence assigned project tasks and activities (e.g., schedules, agendas, action tracking) to support delivery against agreed plans.
· Determine day-to-day priorities within assigned work, identify emerging risks to timeframes or quality, and decide when to seek guidance or escalate issues to the Executive Officer.
· Decide the most appropriate day-to-day communication and follow-up approach with Aboriginal organisations, partners and stakeholders to support respectful engagement and progress actions.
· Determine how to prepare and maintain project documentation and reporting inputs (e.g., registers, evidence files, progress updates) in line with agreed templates and requirements.
· Decide when to recommend improvements to systems and processes (e.g., templates, trackers, meeting rhythms) to support efficient and culturally safe delivery.

7. Key working relationships 
	Relationship 
	Nature of relationship 
	Purpose 

	Chief Executive Officer
	Professional, collaborative and advisory
	Program advice, contribute to direction, support decision-making

	SAALSMA staff
	Collegiate and collaborative, and interdependent
	Program development and delivery, co-ordinate, guidance

	Member organisations and communities 
	Respectful, professional and partnership based 
	Engagement, collaborate and co-design of initiatives. 

	Delivery partners and external stakeholders 
	Co-operative and outcomes-focused
	Delivery of work, connect, co-ordinate



8. Supervision and resource responsibility 
The Project and Engagement Coordinator works under the general direction of the Chief Executive Officer and collaborates with SAALSMA staff, contractors and partners contributing to SAALSMA programs. The role is responsible for managing their own workload and priorities, and for co-ordinating project administration and support activities across multiple initiatives.
The position supports the responsible use of project and engagement resources by co-ordinating quotes and procurement documentation where required, co-ordinating travel and meeting logistics, tracking expenditure against approved budgets, and maintaining records that support transparency and reporting. The role does not hold delegated financial authority unless separately authorised, and refers budget variances, contractual issues or resource constraints to the Chief Executive Officer.

9. Working conditions and role requirements 
Remote work, or working from partner offices is an inherent feature of the role. The position requires effective online communication, digital collaboration and self-management across jurisdictions. 
Interstate travel, community visits, attendance at stakeholder meetings, and occasional work outside standard business hours will be required. 
The role requires a current Australian driver licence and willingness to obtain and maintain a National Police Check. 
Any additional pre-employment screening, right to work documentation or other checks will be determined by SAALSMA and advised at recruitment stage. 

10. Selection criteria
Essential qualifications, experience and capability
· Demonstrated knowledge and understanding of Aboriginal peoples and cultures, with a proven ability to communicate respectfully, sensitively and effectively with Aboriginal organisations and knowledge holders
· Relevant tertiary qualifications and/or substantial professional experience in land and sea management, environmental science, natural resource management, community development or a related field
· Demonstrated experience co-ordinating programs or projects, including supporting culturally safe engagement with Aboriginal organisations, Knowledge holders, government and non-government partners
· Well-developed communication skills (written and verbal), including the ability to prepare culturally appropriate engagement materials, summaries and briefs, and to communicate clearly with diverse audiences 
· Strong understanding of program and project governance, including the development and implementation of policies, frameworks, project plans and reporting processes, and the ability to manage competing priorities, deadlines and risks with a high degree of autonomy
· Strong organisational skills and understanding of project governance and reporting, including the ability to maintain project plans, registers and documentation, manage competing priorities, meet deadlines and escalate risks appropriately
· Demonstrated ability to work collaboratively in a small team environment, coordinating tasks and supporting delivery in a culturally safe, respectful and accountable way

Desirable
· Aboriginal and Torres Strait Islander people are strongly encouraged to apply
· Demonstrated facilitation skills, including the ability to plan and support culturally safe group processes (for example, network meetings, workshops, yarning circles and online sessions), manage differing views and keep groups focused on agreed outcomes 
· Experience or demonstrated capability in applying project management and program delivery frameworks including monitoring, evaluation, adaptive management and consistent reporting approaches
· Understanding of cultural, reputational and community-related risks in engagement work, including confidentiality, consent, and managing expectations, and an ability to escalate sensitive issues appropriately 
· Familiarity with national or regional policy environments relating to land, sea, environment, climate, biodiversity or emerging nature-based markets and funding mechanisms
· Experience working in multidisciplinary, cross-jurisdictional or Aboriginal-led and community controlled contexts.

Personal Attributes
· Culturally respectful and values driven, with a strong and demonstrated commitment to Aboriginal led approaches, cultural authority and integrity 
· Collaborative and inclusive, with the ability to work effectively across disciplines, organisations and cultures while building trust and shared accountability. 
· Strategic, adaptable and solutions-focused, able to navigate complexity, ambiguity and changing priorities 
· Highly organised, resilient and accountable, maintaining professional standards and momentum under pressure and across competing demands.
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