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Malgana Aboriginal Corporation RNTBC
Job Description: Project Coordinator 
Who we are?
The Malgana people have maintained an unbroken connection to their land and waters since time immemorial through living cultural practices, knowledge transmission, and active care for Country and sea.
On 4 December 2018, the Malgana people were formally recognised by the Federal Court of Australia as the native title holders of Malgana Country following a 20-year legal process.
The Malgana Aboriginal Corporation (ICN 8935) is the Registered Native Title Body Corporate (RNTBC) that is legally responsible for holding and managing the native title rights and interests of the Malgana people in accordance with the Native Title Act 1993. The Corporation is governed by a voluntary Board of Directors and represents all Malgana Common Law Holders of which approximately 400 are members of the Corporation. 
The determination area covers approximately 28,800 square kilometres and includes much of the Shark Bay World Heritage Area and Marine Park, Dirk Hartog Island National Park, Edel Land Peninsula, Steep Point, the township of Denham, the Peron Peninsula, and several pastoral leases. All Malgana Country and waters are culturally significant, including areas of spiritual, historical, and environmental importance such as Dirk Hartog Island, Carra rang, Hamelin, Denham (formerly Freshwater Camp), Faure Island, Peron, and Magpie. The area includes burial places of the old people whose spirits remain present on Country.
Vision
Our connection is strong, our culture is alive and our country and people are strong and thriving
Mission
To ensure a sustainable future where country and community are protected and cared for. Malgana people can come home to strong foundations, to meaningful opportunities and to safeguard the stories, customs and knowledge of our culture.
Values
· Connection
· Respect
· Healthy People
· Healthy Country
· Culture
	Position Title:
	Project Coordinator– Heritage Project

	Reports to (Direct Manager)
	CEO

	Direct Reports
	N/A

	Business Unit
	Heritage

	Certified Agreement Classification
	5-6

	Funding Source
	DPLH Native Title Capacity Building Program

	Funding Term
	Fixed 2 Years

	Location
	Perth/Geraldton/Denham

	JDF last updated
	May 2026



Role 
The Malgana Aboriginal Corporation was successful in securing funding from the Department of Planning, Lands and Heritage in May 2026 to deliver a program to build the capacity of the corporation to manage Heritage and other matters. 
This role is responsible for managing the day-to-day coordination, administration and delivery of the Malgana Aboriginal Corporation Native Title Heritage Capacity Building program and other matters as determined by the CEO.
Roles and Responsibilities
· Planning and Scheduling including;
· Coordinate project schedules, milestones and timelines
· Monitor progress against deadlines
· Communication and Stakeholder coordination
· Act as a central communication point between MAC CEO, Elders, YMAC Heritage team Heritage proponents and stakeholders 
· Organise meetings, workshops and consultations
· Prepare agendas, briefing papers and meeting minutes
· Follow up on actions and decisions
· Administration and Documentation
· Maintain project records and document control systems
· Coordinate approvals, contracts and correspondence
· Prepare status reports 
· Budget and Procurement support
· Track project expenditure and invoices
· Monitor budget allocations and financial reporting
· Risk and compliance monitoring
· Maintain risk and issue registers
· Monitor compliance with relevant policies and legislation
· Escalate emerging issues as required
· Support quality assurance processes
__________________________________________________________________________
Specific Activities and Tasks
Develop and maintain heritage governance policies and procedures
Understand what governance policies and procedures are missing from the organisation.
· Draft core governance documents (policy, roles/responsibilities, decision-making flowcharts etc.). 
· Consult Traditional Owners, the Board and relevant stakeholders, approve and publish governance policies
Support community input in decision making about heritage
Increase participation and consultation of Traditional Owners in processes. 
· Conduct community workshops / cultural mentoring sessions so that there is active participation of community members. Ensure community perspectives are consulted and represented. 
· Ensure processes and policy created are culturally appropriate.
·  Number of Elders Committee meetings and yarning circles/ cultural activities held increases
·  Number of cultural stories recorded increase
Implement a heritage management IT system
· Acquire quotes for a heritage management system.
· Establish a heritage management system within the organisation. 
· Staff are onboarded and trained so they can use the system effectively for daily operations.
·  Key documents are digitised and uploaded to the heritage management system within 6 months.
·  Heritage materials are successfully under TO control
Provide ongoing relevant training for staff / organisation
· Maintain a central log to track, prioritise, and record enquiry receipt and response times.
·  Average time taken to respond to enquiries decreases. 
·  Ensure statutory heritage applications are responded to within 21 days and proponents within 28 days.
·  Put in place handover processes so enquiries are managed during staff leave or turnover, ensuring no delays.
· Consult Traditional Owners or subject experts where needed.
Other Tasks as directed by the CEO
____________________________________________________________
Selection Criteria Qualifications
· Relevant Tertiary qualification 
· A current Australian driver’s licence required
Experience
· Prior experience working directly with Indigenous people in a culturally appropriate manner
· Knowledge of Heritage matters particularly as they relate to Prescribed Bodies Corporate operating under the Native Title Act 1993.
Skills
· Good organisational and Project management skills
· Good written and verbal communication skills
· Proved capacity to work autonomously, determine priorities, and deal with competing demands within limited time frames
· Ability to work under pressure in an often-challenging environment
· Personal drive, integrity and excellent communication skills
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