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Position Description

	Job Title
	Manager, Engagement Projects and Operations

	Department
	Advocacy & Engagement Team

	Reports To
	Executive Director, Advocacy and Engagement 

	Location
	Canberra or Melbourne

	Employment Status
	Fixed term (two years) 0.8–1.0 FTE, to be negotiated with the successful candidate.
Social and Community Services Employee Level 5

	Renumeration & Benefits
	· Full time base salary range $130,000 - $135,000 pa 
· Salary packaging in line with Registered Health Promotion Charity status
· Share your time between the office and WFH  



About the Consumers Health Forum of Australia
The Consumers Health Forum of Australia (CHF) is the national peak body representing the interests of Australian healthcare consumers and works to achieve safe, quality, timely healthcare for all Australians, supported by accessible health information and systems. Our vision is a world class healthcare system enhancing the well-being of consumers and communities. Our mission is to draw on consumer and community insights and experience to relentlessly drive innovations and improvements to the Australian healthcare system.  
Values and Behaviours
Our Values:
· We work together with our members, partners and with our fellow stakeholders.
· We respect the expertise, knowledge and skills within and outside our organisation.
· We are committed to excellence.
· We act with integrity.
· We are daring in the pursuit of our purpose.
CHF is an equal opportunity employer and committed to a fair, non-discriminatory workplace that maximises the talent, potential and contribution of all.  CHF:
· recognises the contribution that a diverse workforce makes to continuous improvement and service delivery and is an Equal Opportunity Employer, and
· values an inclusive workplace that embraces diversity and strongly encourages applications from First Nations people, people with a disability, people from the LGBTIQA+ community and people from culturally diverse background.
CHF is committed to minimising its environmental impact and requires all staff to comply with its environmental strategy. To learn more about CHF please visit our website.


Job Overview
The Manager, Engagement Projects and Operations is responsible for overseeing CHF's consumer, community and stakeholder engagement programs and supporting the practical delivery of engagement activities across funded projects, policy initiatives and member services.
Reporting to the Executive Director, Advocacy and Engagement the role manages CHF's engagement operations, including supervision of engagement staff, coordination of participation activities, stakeholder relationships and achievement of project and contract requirements.
The role works closely with health consumers, member organisations, government agencies, researchers and project partners to coordinate engagement opportunities, support participation and ensure engagement activities are delivered effectively and efficiently.
The role requires a pragmatic and proportionate approach to engagement, balancing consumer and stakeholder needs with project objectives, available resources, contractual requirements and deadlines.
The position provides leadership and direction to the Senior Project Officer, Consumer Engagement and the Recruitment & Administration Officer, Consumer Engagement, and is responsible for ensuring engagement activities, consumer participation programs and associated administrative processes are delivered to a high standard.
Key Responsibilities
Program and Engagement Management
· Oversee the delivery of consumer, community and stakeholder engagement activities across funded projects and organisational priorities.
· Apply engagement principles pragmatically and proportionately, tailoring activities to the purpose, scale, resources and constraints of each project.
· Develop and monitor workplans, project schedules and deliverables and identify emerging delivery issues and take timely action to progress deliverables.
· Coordinate engagement activities including forums, consultations, webinars, Communities of Practice, training activities and roundtables.
· Balance engagement quality with timely delivery, contractual requirements, available resources and project objectives.
· Support project reporting, acquittals and funding obligations.
· Support the Executive Director, Advocacy and Engagement with budget monitoring and resource planning.
· Contribute to funding proposals, project planning and activity workplans as required.
Stakeholder and Community Relationships
· Build and maintain productive relationships with consumers, Member organisations, government agencies, researchers and project partners.
· Act as a senior point of contact for engagement activities and stakeholder enquiries.
· Set clear expectations with stakeholders, manage competing needs and navigate respectful but sometimes difficult conversations.
· Support the development and maintenance of CHF's consumer, community and stakeholder networks.
· Represent CHF at meetings, advisory groups, forums, consultations and conferences as required.
· Work collaboratively across CHF to support stakeholder engagement and participation opportunities.
Team Leadership and Supervision
· Lead, supervise and support the Senior Project Officer, Consumer Engagement and Recruitment & Administration Officer, Consumer Engagement.
· Allocate work, manage team priorities and monitor workloads/performance against agreed objectives.
· Provide regular supervision, coaching and performance feedback.
· Support staff development and identify learning opportunities.
· Ensure engagement, recruitment and administrative activities are coordinated effectively across the team.
· Foster a collaborative, respectful and high-performing team culture.
· Support recruitment, onboarding and management of contractors as required.
Consumer Participation Programs
· Oversee the Consumer Assembly and related participation activities.
· Support the delivery of mentoring, education and engagement opportunities for consumers.
· Ensure consumers are appropriately recruited, supported and retained across CHF projects and initiatives.
· Monitor participation levels and support strategies to broaden involvement from diverse communities.
· Work with project partners and stakeholders to facilitate consumer participation in research, policy and health system initiatives.
Operational Management and Reporting
· Oversee engagement administration processes, systems and workflows.
· Monitor consumer and stakeholder participation data and prepare reports as required.
· Maintain accurate records and project documentation in accordance with organisational requirements.
· Support the effective use of CRM and stakeholder management systems.
· Contribute to organisational reporting and contract deliverables.
· Ensure engagement activities comply with organisational policies and procedures.
Collaboration and Organisational Support
· Work closely with colleagues across CHF to support organisational priorities.
· Contribute to cross-team projects and initiatives as required.
Key Selection Criteria
Mandatory
· Commitment to achieving and upholding CHF's vision, mission and values.
· Demonstrated experience managing programs, projects or engagement activities in the health, community, public or not-for-profit sector.
· Demonstrated experience leading staff and managing team performance.
· Strong interpersonal and relationship management skills, including the ability to build warm, respectful and productive relationships while setting clear expectations and managing competing stakeholder, consumers, partners and colleagues. 
· Proven ability to apply engagement principles pragmatically and proportionately, balancing consumer and stakeholder needs with project objectives, resources, contractual requirements and deadlines.
· Demonstrated ability to exercise sound judgement, make appropriate decisions within authority and keep work moving in a complex delivery environment.
· Demonstrated experience coordinating complex projects involving multiple stakeholders and competing priorities.
· Experience overseeing project deliverables, contract requirements and reporting obligations.
· Strong organisational and project management skills with the ability to manage multiple priorities and deadlines.
· Excellent written and verbal communication skills.
· Experience managing administrative systems, processes and reporting requirements.
· Ability to work flexibly in a complex environment with competing priorities and changing demands.
· Strong computer skills including Microsoft Office, Teams and stakeholder or CRM systems.
· Understanding of and commitment to consumer and community participation.
Desirable
· Qualifications in health, public policy, community development, communications, management or a related discipline.
· Experience working in the health sector.
· Experience managing government-funded projects.
· Experience managing stakeholder, community or member engagement programs.
· Knowledge of consumer participation and engagement approaches, including practical methods for supporting meaningful consumer involvement.
· Experience working with consumer representatives, advisory groups or community networks.
· An understanding of IAP2 methodology and practice.
· Experience using Microsoft Dynamics, Power BI or related systems.
Personal Qualities
Leadership -Provides clear direction, supports staff to perform effectively and contributes positively to organisational outcomes.
Initiative and Accountability -Demonstrates sound judgement, takes responsibility for outcomes, makes timely decisions within authority and follows through on commitments.
Organisation - Keeps work moving, manages competing priorities and balances quality, detail and timely delivery.
Collaboration - Works effectively with colleagues, consumers and stakeholders and contributes to a positive team culture.
Adaptability -Responds constructively to changing priorities and circumstances.
Communication - Communicates clearly, respectfully and professionally, including when setting expectations, managing boundaries or having difficult conversations.
Additional Information
· CHF requires all staff to comply with record‑keeping, financial management, and organisational policies.
· The role requires the right to work in Australia and satisfactory police and working with children/vulnerable people checks.
· Occasional interstate travel may be required.
Workplace Health and Safety

CHF requires staff to comply with WHS regulations, legislation and organisational policies and procedures. Staff will: 
· take reasonable care for own health and safety,
· take reasonable care for the health and safety of others including the implementation of risk control measures within their control to prevent injuries or illnesses, and
· comply with all reasonable instruction of their manager/ supervisor to safeguard their health and safety including reporting of WHS hazards or incidents.
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