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	Position Title
	Communications and Engagement Assistant 
(Part Time 0.4 – 0.6FTE ~ Fixed Term contract ~ends 30 June 2024)


	 Position summary

	The Stephanie Alexander Kitchen Garden Foundation (SAKGF) introduces pleasurable food education to children during their learning years to form positive food habits for life. SAKGF has successfully provided the inspiration, information, professional development and support for institutions to deliver pleasurable food education programs with sustainable results.
SAKGF is seeking a Communications and Engagement Assistant to support the delivery of the Healthy Kids Advisors initiative. Reporting to the Communications and Engagement Lead, this role will drive awareness, generate excitement, and engage with local communities.  The Assistant will support with key communications and engagement administration tasks and work closely with the Healthy Kids Advisors Team across the state.
Healthy Kids Advisors is supported by the Victorian Government and the Australian Government.


	Key accountabilities and deliverables

	1.0

Communications
	· Coordinating social media content and online engagement.

· Supporting the design and editing of communications collateral. 

· Ensuring branding and style compliance of communications materials.

· Maintaining the communications, marketing and engagement systems.
· Maintaining image library and associated processes.

	2.0 

Engagement 
	· Liaising with suppliers and contractors.
· Scheduling and supporting media outreach plans.

· Maintaining media database.
· Supporting case study filming.

	3.0

Participation 
	· Passion and commitment to SAKGF’s vision is demonstrated.

· A positive, can-do, collaborative and adaptive attitude to tasks and team activities is displayed. 

· Participation in meetings and events is constructive, professional and enthusiastic.
· Formulating and documenting processes is standard practice.
· Commitment to the integrity, validity, currency and security of all SAKGF’s information is continuous.


	Position Specification

	Qualifications/Experience/Knowledge

	Essential

· Tertiary qualification (or completing final year) in communications, marketing or a related field.
· Excellent writing, proofing and editing skills with strong attention to detail.
· Experience using and producing content for social media platforms, websites and electronic communications for a variety of audiences.
· Strong interpersonal and organisational skills.
· Ability to work autonomously and collaborate effectively across a team.
· A passion for fresh, seasonal, delicious food and commitment to the aims of pleasurable food education.
Desirable

· Two years of work experience in communications, marketing or a related field.
· Experienced in Adobe InDesign, Photoshop and Illustrator.

· Experienced in CRM (SalesForce).


	Special requirements

	· Valid Working with Children Check is required.
· An up-to-date COVID vaccination certificate.

· This position is based in Victoria. Regional and remote candidates are encouraged.


This is not an exhaustive list of responsibilities or skills. This document is to be used only as a guide, and jobholders may be required to complete tasks outside this Position Description.
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