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Position Description
Role: Sector Strengthening Project Coordinator
Reporting to: Senior Manager, Sector Strengthening and Engagement
Direct Reports: None
[bookmark: _Int_kJleusQM]Employment Status: 12-month Fixed-term , Part time - 0.8 FTE
Location: Remote, working from a home-based office. In-person attendance at events and meetings is required periodically
Classification: Level 6, Social, Community, Home Care & Disability Services (SCHADS) Award 2010

About DANA
Disability Advocacy Network Australia (DANA) is the national representative body for a network of advocacy organisations throughout Australia. Our vision is of a nation that includes and values people with disability and respects human rights for all. 
DANA is a membership organisation, its members being independent advocacy organisations who have objectives, purposes, and a mission consistent with DANA. Our purpose is to strengthen, support and provide a collective voice for independent disability advocacy organisations across Australia, advocating for and with people with disability. 

We achieve this by:
· promoting the role and value of independent disability advocacy 
· providing a collective voice for our members 
· providing communication and information sharing between disability advocacy organisations 
· providing support and development for members, staff and volunteers of disability advocacy organisations 
· building the evidence base to demonstrate the value of disability advocacy 
· promoting the human rights, needs, value and diversity of people with disability.

DANA is a proudly disability‑led organisation. Members of our Board have lived experience of disability, as do our CEO and executive leadership team. A significant majority of DANA staff identify as people with disability. This lived experience leadership model informs every aspect of our work and strengthens the authenticity and authority of our policy and advocacy. 
DANA recognises the rich diversity of people across Australia and is committed to ensuring its team reflects this. We value a culture of equity, inclusion and diversity in the workplace, which is supported through our rights-informed policies, systems and governance. Our people are hard-working and passionate about disability reform, come from a range of lived experiences and are dedicated to advocating for and with people with disability. Our team members are based remotely throughout Australia and work closely with members, disability representative organisations and government leaders. 
Our organisation is undergoing an expansion of programs and initiatives to support and strengthen the disability advocacy sector. 


About the Role
Role Purpose 
The Sector Strengthening Project Coordinator is responsible for leading the planning, coordination and delivery of sector strengthening projects, events and funded initiatives that support the disability advocacy sector.  This role will work with project partners to deliver funded projects, including the Supported Employment Advocacy Program.  

Operating under limited direction from the Senior Manager, Sector Strengthening and Engagement, the role manages project scopes, timelines, budgets, risks and stakeholder relationships within agreed parameters. The role exercises judgement to resolve operational project matters and identifies and escalates complex, unusual or strategically significant issues where broader direction is required. 

The Sector Strengthening Project Coordinator role coordinates project contributors and partners, develops and improves project systems and practices, and contributes project expertise and operational insight to support high-quality, accessible and rights-based and inclusive delivery. 
Key Relationships
Internal
· Senior Manager, Sector Strengthening and Engagement 
· DANA staff in cross-team collaboration 
External
· Disability advocacy sector, including DANA members
· Disability Representative Organisations
· Funding and philanthropic partners
· Contractors, consultants, and collaborators
· Government agencies and community sector stakeholders
· Community members and project participants, including people with disability
Key Responsibilities & Main Activities  
Project Planning and Execution
· Lead the end-to-end planning and delivery of assigned projects including the development of project plans, timelines, milestones, and resource allocation
· Coordinate and oversee project implementation to deliver agreed outcomes, within scope, timelines, budgets and quality standards
· Monitor project progress, risks and issues, implementing adjustments within delegated authority and escalating significant matters as required to support as successful project delivery.
· Coordinate sector-strengthening initiatives, including forums, workshops and peer networks, in partnership with members and stakeholders
· Ensure project activities align with trauma-informed, rights-based and inclusive approaches stakeholder management
· Build and maintain productive relationships with a wide range of stakeholders, including DANA members, funders, Disability Representative Organisations (DRO’s), government agencies and community partners, supporting constructive engagement and positive stakeholder experience
· Facilitate rights-based, accessible, inclusive and trauma-informed consultation and co-design processes that centre the voices of people with disability 
· Provide timely, accurate updates to stakeholders and funding bodies on project status and outcomes
· Manage stakeholder expectations and proactively address and resolve any issues or conflicts that arise during project implementation to support positive outcomes
· Represent DANA in project-related meetings, forums and sector events within the delegated authority and scope of the role, consistently within DANA’s purpose, values and agreed positions  
Resource Management
· Identify resources required for project completion, including staff or consultants, tools, and materials
· Coordinate and provide guidance to contributors, including staff, consultants and contractors where required, and oversee the quality and timeliness of their contributions
· In collaboration with the Senior Manager, Sector Strengthening and Engagement, develop and manage project budgets and ensure financial accountability and transparency, including contribution to funding acquittals and reporting
· Develop, implement and improve project management systems, procedures and tools to support effective and consistent project delivery.  
Quality Assurance
· Contribute to the development and implementation of quality assurance processes to ensure that project deliverables meet DANA’s quality standards, funding obligations, contractual requirements and agreed objectives
· Lead or contribute to project evaluations including data collection, analysis and reporting, to measure project impacts and effectiveness
· Proactively identify opportunities for process improvement and innovation within project management practices
· Ensure compliance with organisational policies, sector standards and legislative requirements in all project activities
Documentation and Reporting
· Maintain accurate, up-to-date and auditable project documentation including project plans, reports, and records, in accordance with organisational, contractual and regulatory requirements
· Prepare and present high-quality project reports for management, funders, and other stakeholders, ensuring clarity accuracy and compliance with funding and contractual requirements
· Analyse project data and contribute to insights or recommendations to improve project outcomes and inform organisational decision making
· Ensure project documentation and reports are accessible and stored according to organisational policies and regulatory obligations
Organisational Contribution
· [bookmark: _Hlk169177456]Contribute to DANA’s strategic objectives by leading and improving work within the role’s specialist area, function, project or program responsibilities. 
· Collaborate across DANA to align activities, share specialist expertise and strengthen operational practice, systems and procedures. 
· Exercise delegated judgement and autonomy within the role’s area of responsibility, addressing operational issues and risks where appropriate and escalating complex, unusual or strategically significant matters. 
· Contribute specialist advice and operational insight to organisational planning, decision-making, evaluation and continuous improvement. 
· Identify opportunities to improve organisational practice and support the development or implementation of procedures and ways of working that have impact beyond the role’s immediate tasks. 
· Support and model inclusive, accessible, respectful and accountable ways of working, contributing to a safe and high-performing workplace. 
· Participate actively in organisational planning, evaluation, learning and professional development, and support capability-building in others where relevant. 
· Represent DANA professionally and consistently with its purpose, values and agreed positions within delegated authority. 
· Comply with organisational policies, procedures and work health and safety requirements, including responsibilities associated with remote work and the health and safety of self and others. 


Selection Criteria
[bookmark: _Hlk169174066]You are committed to upholding the rights of people with disability and bring strong project coordination, stakeholder engagement, communication and organisational capability. You are able to work under limited direction, exercise sound judgement, manage competing priorities and contribute to accessible, inclusive and rights-based project delivery. 

Specifically, you will have:
Essential 
Project and program delivery
· Demonstrated experience coordinating and delivering projects or events of comparable complexity and responsibility. 
· Strong project management capability, including planning, prioritising, monitoring progress, managing risks and delivering agreed outcomes within timelines and budgets. 
· Strong organisational skills and attention to detail, with the ability to manage competing priorities and interdependent work.
Consultation and stakeholder engagement 
· Demonstrated experience designing or coordinating consultation, community engagement or research activities, including engagement, logistics and data collection. 
· Demonstrated ability to build and maintain productive relationships with diverse stakeholders and work effectively in collaborative environments. 
· Strong facilitation and interpersonal skills, including the ability to support accessible and inclusive forums, peer networks and consultation activities.
Communication, analysis and problem-solving
· High-level written communication skills, including report writing and documentation for management, funding bodies or other stakeholders
· Strong verbal communication, problem-solving and conflict-resolution skills. 
· Ability to analyse project information, identify issues and risks, and exercise judgement appropriate to the role.
Digital capability
· High digital literacy and demonstrated ability to use and learn a  range of digital collaboration, CRM, Project Management and data/ reporting tools including Microsoft 365, Salesforce, Zoom, and project management tools

Remote and collaborative working
· Demonstrated ability to work effectively under limited direction in a fully remote team environment A flexible and team-oriented approach, with the ability to adapt in response to changing priorities and demands
Disability rights and inclusion
· Strong understanding of and commitment to the rights, leadership and participation of people with disability. 
· Demonstrated commitment to disability-led, accessible and inclusive practice
Qualifications and experience
· Relevant qualification in project management, event management, community services, social work or a related field, or equivalent demonstrated experience
Preferred
· Experience working in disability advocacy, a peak or representative body, community sector organisation or other for-purpose environment. 
· Experience using systems such as Microsoft 365, Salesforce, Zoom or project management platforms.
General Role Requirements
· Satisfactory National Police Check
· Child Related Employment Screening Check 



 
People with disability are strongly encouraged to apply. Reasonable adjustments are available throughout the recruitment process and for the successful candidate.

DANA recognises the rich diversity of people across Australia and is committed to building a workforce that reflects the communities we serve. We are committed to creating an inclusive, accessible and equitable workplace where people of all backgrounds can thrive.

We particularly encourage applications from people with disability, First Nations people, people from culturally and linguistically diverse communities, LGBTQIA+ people and people of all ages.
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