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Position Description — Programs Coordinator

Position Title: Program Coordinator Location: 7 Lydiard St South Ballarat
Position Type: Permanent Hours per week Up to 38 hours
Reports To: Programs Manager

BACKGROUND INFORMATION

Ballarat Foundation is a DGR1 status, not for profit institution which has been serving the Ballarat community for more than 40
years through its entities — Ballarat Foundation United Way Inc; Ballarat Foundation Charitable Fund Ltd and Ballarat
Foundation Community Charity.

Vision Enabling giving to build thriving communities free from disadvantage in the Ballarat region.

Mission The Ballarat Foundation inspires positive community change by supporting programs and enabling solutions which
reduce disadvantage and encourage connection, cohesion and prosperity.

2024-28 Strategy: www.ballaratfoundation.org.au/page/100/publications

KEY FUNCTION

The Program Support Officer will provide administrative support to the TAC L2P program, Volunteering Ballarat and any other
program run by the Ballarat Foundation. The role will include operational support, data entry, compliance processing, and
reporting support for Ballarat Foundation Programs. For the L2P program it will also include fleet, events, and program logistics
support.

The role also requires close collaboration with team members, financial supporters and community stakeholders to enhance the
foundation's operations and community outreach.

KEY RESPONSIBILITIES
PRIMARY

1) TAC/L2P Program

e Ensure L2P program delivery activities as required

e Recruit, screen, onboard and support volunteer mentors, ensuring all compliance requirements are met and
maintained in accordance with the L2P Operations Manual.

e Provide support to keep L2P insurance up to date and administer any claim processes.

e Organise and manage L2P match meeting between mentors and learners ensuring regular follow ups are in
place.

e Oversee learner driver assessments and participation

e Assist fleet management, incident/accident reporting are managed appropriately
e Assist program reporting requirements are met according

e Assist in maintaining effective relationships with schools, youth services, community organisations and
referral agencies.

e Support delivery of L2P engagement events

e Provide input to regular L2P newsletters and volunteering newsletters.

e Participating in the L2P on-call roster
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2) Other Program administrative support

e Act as the manager of L2P and Volunteering Ballarat programs in the absence of the Programs Manager
e Maintain volunteer database and volunteer network database

e Maintain Dolly Parton’s Imagination Library Program database up to date

e Support delivery of other program events, such as the annual volunteer expo

e Undertake any other program activity as directed by the Manager

SECONDARY

1) HUGH WILLIAMSON HOUSE OPERATIONS
e  Support Hugh Williamson House operations delivery requirements in the absence of fellow support officers including

providing front of house concierge services to all users of HWH; providing logistical support for HWH events, including
venue bookings, catering setup, and space preparations and collaborating with team members on project deliverables
and timelines for HWH activities, as required.
2) BUSINESS DEVELOPMENT
e Engage in monthly support team learning and task sharing development sessions
e  Work in concert with Shared Services and Philanthropy support officers to develop best practice and collaborative
approaches to support activities.
3) WELLBEING, RISK AND COMPLIANCE

® Take responsibility for the safety and wellbeing of self, colleagues, volunteers, clients, visitors, and contractors.

® Comply with all applicable legislation, policies, procedures and guidelines relating to governance, human resources,
occupational health and safety, privacy and ethical standards and child safe organisation standards.

® Address breaches and complaints in a timely and responsible manner in line with organisational policy and values.

KEY RELATIONSHIPS

INTERNAL Board and committee members, CEO, managers and staff and HWH tenants.
EXTERNAL Stakeholders, partners, suppliers, users of HWH and clients.
KEY SELECTION CRITERIA - QUALIFICATIONS AND SKILLS ‘
COMPONENT ESSENTIAL ADVANTAGEOUS
e  Certificate IV in Business Administration or
Quialification Level .
equivalent
Prior Experience e Proven experience in an administration role or e  Experience working in the not-for-
office management profit or community services
sector.
Skills & Abilities e  Strong organisational skills and attention to e  Experience with maintaining
detail. registers and databases
e Proficiency in Microsoft Office Suite, e  Familiarity with CRM systems.
particularly Excel e  Familiarity with meeting and or
e Excellent written and verbal communication event coordination.
skills. e Small car fleet management
e Ability to work independently.
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e Demonstrated ability to handle multiple tasks
and meet deadlines.

e  Current full Victorian Driver’s Licence/Working
with Children’s Check

Attributes e Strong interpersonal skills and a passion for
community work.

e Adaptable, with the ability to manage
competing priorities.
e Enthusiastic, with a proactive approach to

problem-solving.

e Acollaborative team player with a willingness
to assist in various areas as needed.

PERFORMANCE FACTORS ‘

An ongoing performance management process will see the collaborative development of relevant KPIs and goals for this

position. The team member is likely to be assessed in the following areas:
e QOutcomes against funding targets

e Efficient, accurate and reliable management of information, data entry and electronic communication.

e Accurate and timely processing of calls, face to face customers, emails and program information

®  Successful compliance with policy, procedures and funding body requirements.
e
e This position is based in the Ballarat office of the Ballarat Foundation

e Flexible working arrangements can be made dependent on organisational requirements

e This small organisation has a fluid working environment that requires flexibility and ability to self-manage workloads.

This position description is not exhaustive. The incumbent may be expected to undertake other relevant activities and
responsibilities following discussion and agreement.

CEO Approval Date

Employee Acknowledgement Date
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