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Job Description
	Position Title
	Engagement & Development Coordinator

	Employment Benefits
	Level 4 (SCHADS Award) Base Salary 
12% employer superannuation contribution
5 weeks annual leave entitlement 
PBI salary packaging benefits

	Hours of Work 
	37.5 hours per week (1.0 FTE) or 0.8 negotiable

	Contract Period
	Permanent

	Responsible to 
	Manager Training & Development



Volunteering WA
As the peak organisation for volunteering in WA, we are the leading voice for volunteers and Volunteer Involving Organisations (VIOs), working to strengthen the sector and promote the benefits of volunteering. Volunteering WA’s mission is ‘to empower people and communities to enrich Western Australia’, and our vision is ‘A society where everyone is inspired to make a difference’. 

The Position 
This role is responsible for providing support and development opportunities to Volunteer Involving Organisations (VIOs) state-wide, including Volunteering WA member organisations. The Engagement and Development Coordinator will work within the Services Team which includes the areas of Membership and Training.

Focusing on these areas this role will ensure that new and existing members are supported throughout their member journey, from initial enquiries and support through to ensuring their continuous professional development needs are met. Building capacity and capability within the volunteering sector are key parts of the work of Volunteering WA and this role contributes to that by ensuring we offer engaged members access to a high-quality training program and by facilitating a vibrant, connected community of volunteer-involving organisations. 

Responsibilities
Engagement
· Point of contact for existing and new members, ensuring they have a high-quality experience when engaging with Volunteering WA and directing to other relevant staff members, where required.
· Maps membership and development journey on CRM and processes all membership and development related administration. 
· Engages with sector to provide expertise and relevant resources in volunteer management and membership benefits.
· Undertakes feedback and evaluation activities and contributes to needs analysis, reporting and promotion.
· Coordinates sector capacity building and information sharing activities such as Information Sessions, Network Meetings, Communities of Practice and Special Interest Group meetings. 


Development
· Delivers high quality training via in person, online and pre-recorded delivery methods. 
· Reviews existing Volunteering WA materials and resources, updating or producing new content when required. 
· Arranges and facilitates sessions with guest speakers and/or subject matter experts.
· Plans, schedules and maintains Volunteering WA’s annual training calendar
· Coordinates the National Continuous Professional Development (CPD) Program.


Other
· Keeps up to date with best practice for volunteer management and member engagement in Australia.
· Promotes and contributes to activities, events, and services of Volunteering WA.
· Undertakes other relevant responsibilities as required.


Selection Criteria
	Essential 
	· Understanding of volunteer management issues and knowledge of the support and resources available.
· Demonstrated experience engaging with people and delivering information face to face in group settings.
· Demonstrated experience delivering educational resources online, including the use of online tools such as polls and break-out rooms.
· Ability to deliver education and training activities end-to-end, from scheduling and coordination through to participant communications, resource distribution, evaluation, and follow-up using dedicated platforms. 
· Competence in using Microsoft Office suite and MS Teams.
· Experience using a CRM (e.g. HubSpot, Salesforce) for contact management, workflows, and reporting – or demonstrated ability to learn quickly and build processes in new systems. 
· Strong interpersonal, customer service, and relationship-building skills – confident engaging with a wide range of people by phone, email, in person, and online.
· Excellent planning and organisational skills with demonstrated ability to deliver on agreed goals and KPIs in a timely manner and to a high standard.
· Ability to work both independently and collaboratively as part of a team.


	Desirable
	· Certificate IV in Training and Assessment or equivalent training experience or tertiary qualification (or willing to work towards).
· Knowledge of the National Standards for Volunteer Involvement.
· Experience working in and/or knowledge of the not-for-profit sector, including small to medium-sized volunteer organisations.
· Demonstrated excellent written and verbal communication skills with strong attention to detail.

	Special Requirements
	· Willing to travel regularly within the Perth Metro area and work occasional evenings.
· Some weekend work and regional travel may be required on occasion.
· A current and valid WA driver’s licence.






	Key relationships
	Reporting structure

	· Volunteering WA staff and volunteers
· Volunteering WA members and potential members
· Volunteer Involving Organisations (VIOs), volunteer resource centres and volunteers. 

	




CEO


EM Sector Services


Manager Training & Development


Engagement & Development Coordinator


	JD Engagement & Development Coordinator
July 2026
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