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Position Description
	Position Title:
	Smile Squad Engagement & Program Coordinator
	Approval Date:
	August 2025 

	Authorised by:
	Senior Program Manager – Oral Health
	Review Date:
	August 2026



Our Vision:
A world in which everyone is thriving and well.
Our Purpose:
To make wellbeing easy.

Our Values:
Collaboration, Care, Courage, Innovation and Accountability.

	POSITION OVERVIEW:

	Job Purpose

	The Smile Squad Engagement & Program Coordinator is responsible for maximizing school engagement and ensuring efficient, productive delivery of the Smile Squad dental program across government schools. This role plays a critical part in scaling outreach by leading school relationship management, coordinating staff and site logistics, and driving continuous improvements in service delivery. The coordinator acts as the primary liaison between schools, internal teams, and external stakeholders to ensure the Smile Squad’s services are accessible, well-organized, and impactful.

	Duties and Responsibilities
	Lead engagement with government schools to schedule and coordinate Smile Squad visits, with a focus on expanding program reach and maintaining strong partnerships.
Develop and maintain strong relationships with school leadership, community stakeholders, and internal staff to support outreach and promote program participation.
Coordinate and optimize staffing schedules and resource allocation to ensure efficient and effective service delivery across multiple sites
Work closely with dental and administrative staff to streamline operational processes, resolve service delivery issues, and uphold productivity standards.
Actively participate in school and community meetings to present, promote, and advocate for the Smile Squad program.
Monitor and analyse data to track school engagement rates, operational performance, and visit efficiency; use insights to recommend improvements.
Support budget tracking and contribute to financial sustainability planning, ensuring resources are used effectively to support program growth.
Drive and support quality improvement initiatives aimed at increasing the efficiency, effectiveness, and reach of the Smile Squad program.
Ensure all services comply with Oral Health Victoria (OHV) policies, healthAbility values, and health and safety standards.
Represent the Smile Squad and healthAbility in external forums, meetings, and working groups to strengthen program visibility and partnerships.
Identify and mitigate OH&S risks and ensure the application of safe work practices across all operations.
Undertake additional duties as required, aligned with the objectives of scaling and strengthening Smile Squad outreach.

	Qualifications
	Tertiary qualification in one or more of the following areas (or equivalent experience):
· Public Health
· Health Promotion
· Community Development
· Education
· Project or Program Management
· Business Administration

	Key Selection Criteria (Skills, Experience and Qualifications required)

	Mandatory
	Demonstrated experience in coordinating community, health, or education programs with a focus on service delivery, stakeholder liaison and operational efficiency. 
Proven ability to build and maintain strong relationships with a diverse range of stakeholders, including school staff, community groups, and internal teams.
Experience coordinating staff rosters or service schedules across multiple locations or teams, ensuring smooth and timely program delivery.
Strong organisational and time management skills, with the ability to manage competing priorities, problem-solve, and meet tight deadlines independently.
Experience in using data to inform decisions, including collecting, analysing, and reporting on program performance to support continuous improvement.
Excellent written and verbal communication skills, including the ability to present and promote programs to external stakeholders such as schools and community organisations.

	Desirable
	Experience working within or alongside the education sector, particularly in engaging school leadership or coordinating school-based programs.
Understanding of oral health promotion or experience supporting public health or preventative health initiatives.
Familiarity with government-funded health programs, community health services, or working within a not-for-profit environment.
Experience contributing to budget monitoring or resource planning in a program or project coordination role.
Proficiency in using scheduling systems, CRMs, or digital tools to support service planning and communication.

	KPIs/Performance Goals
	≥95% of targeted schools scheduled within planned timeframes.
≥85% satisfaction rate from schools based on post-visit feedback.
Staffing schedules completed and communicated at least 2 weeks in advance for all school visits.
Meet budgetary targets as set by Program Manager Oral Health Services
Support a culture that reflects the healthAbility values and promotes positive behaviours.
Ensure efficient operational management of the Smile Squad Program
Demonstrated ability to work effectively as part of a team
Ensure ≥80% utilisation of mobile dental vans during school terms.
Attend or coordinate at least 4 school or community events annually (e.g., fetes, expos, info nights) to increase program visibility and engagement.
Develop and implement at least one strategy per quarter aimed at increasing program reach and treatment numbers across target schools.

	Service/Program
	Oral Health Program

	Reports

		Job reports to
	Direct reports

	Program Manager – Oral Health 
	NIL




	Award/Enterprise Agreement
	Health and Allied Services Managers and Administrative Officers Multiple EA 2022-2026
	Classification
	Management and Administrative Officer Grade 4



	Compliance Framework

	This position must comply with:
NSQPCH Standards
NSQDMH Standards 
Community Health Service Governance Policy Framework 
Child Wellbeing and Safety Act 2005 (Vic), 
Child Safe Standards (Ministerial Order No.1359), Children, Youth and Families Act 2005 (Vic).
OHS Act 2004 (Vic).
Privacy Act 1988 (Cth), 
Health Records Act 2001 (Vic).
Corporations Act 2001 
Public Interest Disclosures Act 2012 (Vic).
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