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POSITION DESCRIPTION 

	Employee’s Name
	   Vacant

	Position Title
	Program Coordinator

	Position reports to
	Head of Programs and Services

	Roles that report to the position
	Nil

	Budget responsibility
	No

	Internal Liaisons
	Programs & Services Team, Fundraising & Marketing Team, Finance & Operations and CEO

	External Liaisons
	Lived Experience community, families and carers, service providers, volunteers, health professionals, educators

	Term/Hours
	1 FTE (12 month contract)

	Location
	Hybrid /Parkville [WFH Wednesdays and Fridays]



About the organisation
Muscular Dystrophy Australia (MDA) was founded in 1984 and is a national organisation dedicated to supporting people living with neuromuscular disease (NMD) across Australia.

Our mission is to ensure every Australian living with neuromuscular disease has the support, connection and advocacy they need to live well today and shape a future full of possibility.

MDA represents and supports more than 40,000 Australians living with one of over 40 different neuromuscular diseases. We deliver evidence-based, person-centred services, advocacy, information and education that optimise quality of life and respond to the evolving needs of people living with NMD and their families.

Drawing on more than four decades of experience, MDA has developed extensive expertise in neuromuscular disease, a comprehensive network of referral pathways, and strong connections with individuals, families, clinicians, researchers and community partners.

With lived experience at the heart of everything we do, MDA is committed to creating opportunities, driving systemic change, and delivering a brighter today and an empowered tomorrow for people living with neuromuscular disease.
 
The way we work at MDA
The MDA culture fosters a collaborative approach that is respectful and iterative, building upon ideas, thoughts and expertise to seek input to reach consensus and deliver on our strategy. 
 
MDA nurtures a values driven culture, brand and positioning, and our values inform our decisions and behaviours in our dealings internally within the organisation, and externally with all our stakeholders.
 
About the Division
The Programs and Services Division provides information, resources and support to people who live with a neuromuscular condition. Support is provided via inbound and outbound contacts. Additionally, the team develops evidence-based programs and events that can be scaled to a national offering. The programs are aligned to the needs of all our target audiences. All programs are built using a logic framework that enables MDA to determine the impact and changes they have for both individuals and society. 
 
In addition, the Division delivers a calendar of social inclusion events, information sessions and Special Interest Groups for people who live with neuromuscular conditions and their families. 
 
As MDA grows, there may be opportunities to develop programs and services beyond the neuromuscular community.  Any new programs will need to align with MDA’s core mission and values.
Position Purpose
The Program Coordinator supports the development of programs and events which improve outcomes for people living with neuromuscular disease (NMD) and their families.

This role provides key internal services and expertise to coordinate the development of events and implement programs that can be scaled, are impactful, and are on brand. 

Working collaboratively with people with lived experience, healthcare professionals, community partners and internal stakeholders, the role ensures events and programs are contemporary, evidence-informed, financially sustainable and aligned with MDA's strategic objectives.

While this is a national role, the primary operational focus is the Southern States (Victoria, South Australia and Tasmania).

Key Areas of Responsibility
1. Program Design, Development and Delivery
· Support the design and development of evidence-informed programs and events that respond to community needs.
· Develop program plans that define objectives, target audiences, activities, resources, timelines, budgets and measures of success.
· Apply MDA’s program development and logic framework to new and existing programs.
· With support, coordinate programs from concept and planning through to implementation, evaluation and continuous improvement.
· Coordinate allocated programs and events, including preparation, delivery, resources, schedules and documentation.
· Support the development of programs with potential for national scalability.
· Use participant feedback, data, evidence and emerging needs to improve existing programs.
· Coordinate staff, facilitators and volunteers to support safe and effective program delivery.
· Identify and report operational risks associated with program delivery.
2. Research, Innovation and Continuous Improvement
· Undertake environmental scans and evidence reviews to identify emerging needs, trends and opportunities.
· Develop and maintain knowledge of approaches to health promotion, community engagement and program development.
· Identify opportunities to improve existing services and develop new initiatives that increase community impact.
· Contribute to program evaluation and use data and insights to inform future development.

3. Stakeholder Engagement and Collaboration
· Build and maintain effective relationships with people living with NMD, families, health professionals, researchers, community organisations, education providers and other partners.
· Ensure lived experience and stakeholder input informs program design, delivery and evaluation.
· Collaborate across MDA and with external partners to strengthen program outcomes and opportunities.
4. Funding, Compliance and Reporting
· Ensure programs comply with relevant legislation, MDA policies, funding requirements and NDIS requirements where applicable.
· Monitor program budgets and expenditure within approved allocations.
· Maintain accurate program records, documentation and reporting.
· Support the development and review of policies, procedures, resources and other program documentation.
· Contribute to reports for funders, partners and internal stakeholders as required.
5. Organisational Contribution
· Contribute to a positive, collaborative and high-performing Programs and Services team.
· Share knowledge, resources and expertise across the organisation.
· Contribute to organisational projects and continuous improvement initiatives.
· Demonstrate MDA’s values in all interactions with participants, colleagues, volunteers and stakeholders.
· Undertake other duties consistent with the level and purpose of the position.
6. Occupational Health and Safety and Risk Management requirements
· Create, maintain and foster a safe work environment.
· Perform all duties in a manner that ensures personal health and safety, and that of others in the workplace and the public.
· Regularly inspect own immediate work environment and report all hazards or incidents that can cause harm or that represent a threat to public safety.
· Follow safe work practices, procedures, instructions and rules always and report potential breaches.
· Ensure identified risks are reported to line managers and identified risk reduction strategies are implemented.
· Ensure compliance with MDA’s Occupational Health & Safety and Risk Management Policy and Procedures.
· The physical requirements of the position (or any physical limitations) will be discussed prior to your commencement.
· All employees will contribute to a healthy, positive and supportive work environment.

7. Essential requirements, knowledge, experience and skills

	Qualifications & essential requirements
	· Tertiary qualifications
· health promotion or
· nursing or
· relevant allied health (including social work, clinical psychology, speech pathology, physiotherapy, occupational therapy, or dietetics) or
· relevant allied health assistant or
· public health or
· communications with relevant work experience
· Satisfactory Police Records Check*
· Satisfactory Working with Children Check*
· Satisfactory NDIS Worker Screening Check
· Right to work within Australia
· Availability to participate in some out of hours work activities as required.
· Current valid Driver License and the ability to undertake some intra-state and inter-state travel as required.
*Note: costs of obtaining PRC and WWC will be met by the applicant.

	Technical Knowledge and Experience (essential)
	· At least 2 years’ experience in program delivery or development within the health sector or a disability/health/community/NFP organisation
· Experience developing and implementing project plans.
· Demonstrated experience in organising and running events/programs both virtually and face to face.
· Demonstrated experience in developing, executing, and analysing client research.
· Demonstrated ability to relate to people from a diverse range of social, cultural and ethnics backgrounds.
· Commitment to continuous quality improvement and health promotion principles
· A demonstrated commitment to MDA Values.

	Technical knowledge (desirable)
	· Understanding of the NDIS and My Aged Care
· Working knowledge and understanding of NMD treatment and care
· Fluency in other languages

	Interpersonal Skills
	Communication
· Effective communication skills, verbal and written including the ability to develop reports for the board, government, and other funders.
Interpersonal
· Strong skills in developing and maintaining relationships with staff and other key stakeholders.
· Able to see things from others point of view and confirm understanding of that point of view.
· Able to express personal views in a constructive and diplomatic manner.
· Able to reflect on how one’s own emotions impact on others.
· Strong analytical and problem-solving skills
· Demonstrated ability to work autonomously and as part of a team.
Organising and Planning
· Able to identify more and less critical activities and operates accordingly, reviewing and adjusting as required.
· Able to develop and implement systems and procedures to guide work and track progress.
· Able to recognise barriers and find effective ways to deal with them.
· Able to identify processes, tasks and resources required to achieve a goal
· 
Self-Management
· Able to plan and prioritise work to ensure outcomes are achieved.
· Takes the time to think things through.
· Able to anticipate one’s own reactions to situations and prepare accordingly.

	Information Technology

	· Able to expertly use a variety of computer software packages and electronic communication media including the Microsoft Office Suite, Adobe Creative Suite and Zoom.
· Some experience with creating feedback surveys via Survey Monkey or similar package


Muscular Dystrophy Australia embraces an inclusive, diverse workplace and strongly encourages suitably qualified people from all backgrounds to apply. 
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