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	Position Title
	Community Engagement Coordinator


	Position summary

	The Stephanie Alexander Kitchen Garden Foundation (SAKGF) Support & Delivery team’s overall function is to support educators delivering pleasurable food education (PFE) through the Stephanie Alexander Kitchen Garden program (the Program).
The team is responsible for developing and applying SAKGF’s range of support mechanisms, including the professional development, educational resources, online platforms, ongoing guidance and community building that engages and develops the kitchen garden community of educators.

The team members also lend subject matter expertise to SAKGF content development and bring on-the-ground knowledge and experience to the wider SAKGF team
The Community Engagement Coordinator supports the delivery of pleasurable food education in schools and services by providing advice, information and inspiration to our members, through a range of mechanisms and under the guidance of the Support and Projects manager. Tracking communication with SAKGF members and maintaining membership data is key to this role.


	Key activities and goals to achieve

	Key activities
	Goals to achieve

	1.0

Engage and build the kitchen garden community
	· Members are provided with advice, information and inspiration to support their successful delivery of PFE.
· Services including calls, emails and enquiries are planned and delivered in a timely, professional and consistent manner, and contribute to  membership engagement and retainment.
· Using our CRM and online support tools, activity and data is recorded, measured, evaluated and reported to ensure stakeholder needs are being met.
· Members are proactively engaged through SAKGF support platforms including phone, email, online support tolls and communities of practice to encourage membership engagement and retention.
· Accurate membership data is maintained and data is proactively identified and raised n line with SAKGF goals.
· Data collected via our internal evaluation and support tool is monitored and used to evaluate, report on and continuously improve SAKGF’s offerings.
· Membership data is actively monitored against SAKGF goals, with potential learning and action proactively identified and raised. 

	2.0

Support SAKGF stakeholders 
	· Through various platforms and mechanisms, educators are proactively inspired, engaged and supported to work towards and maintain best-practice delivery of the Program and PFE.
· Other SAKGF key stakeholders are provided with up-to-date, professional, consistent information about SAKGF’s work.
· Other Support mechanisms are contributed to as needed and support service interactions are recorded with accuracy and in a timely manner.
· The SAKGF team is proactively provided with insights, information, advice and feedback gained from the role, to continuously improve Support services and foster the depth and growth of PFE.

	3.0

Contribute subject matter expertise


	·  SAKGF educational resources and content gaps are identified and raised proactively and constructively.
· Subject matter expertise is applied to SAKGF content, including written content for educational resources.
· Newer team members are upskilled with subject matter expertise and supported in developing their program knowledge.

· On-the-job learning and interaction with educators is applied to all support functions of SAKGF.

	4.0

Contribute to Professional Development (PD) delivery and Community Engagement (CE) activities
	· In collaboration with other team members and where required and appropriate, PD and CE activity is delivered as scheduled, facilitated in a manner reflecting SAKGF philosophy, and ensuring skills and knowledge to deliver PFE are met.

· Through PD and CE activities members are empowered to successfully implement the Program.

	5.0

Participating and reporting
	· 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.

· Reports that track progress against strategic and annual financial and non-financial goals are prepared as required.

· 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

· Relevant tertiary qualifications or considerable industry experience in social or health sciences, community development or engagement, stakeholder management or communications, public health and/or extensive experience in community engagement or children’s settings.
· Excellent communication and critical thinking skills.

· Highly developed interpersonal and collaborative skills with a proven ability to build relationships through mutual respect and understanding.

· Strong organisational skills, including the ability to work on multiple tasks with competing priorities simultaneously and with autonomy.

· Strong knowledge of MS Office suite, Office 365, CRM packages (ideally Salesforce) and Adobe suite.
· High attention to detail.
· A passion for fresh, seasonal, delicious food and commitment to the aims of pleasurable food education.
· Ability to integrate into SAKGF’s successful culture.

· A passion for fresh, seasonal, delicious food and commitment to the aims of pleasurable food education.



	Special requirements

	· The position is based in Collingwood, Victoria. Remote working arrangements will be considered for the right candidate. Intra-state and interstate travel is required in the role.

· A valid Working with Children Check

· A current driver’s licence.
· An up-to-date COVID vaccination certificate, unless a medical exemption is provided.



	Key Performance Indicators

	Key Performance Indicators (KPIs) are specific measures that demonstrate that outcomes in each key activity have been achieved. KPIs will be negotiated with the individual employee and reviewed annually.


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