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POSITION DESCRIPTION 

At IMPACT Community Services, our vision is Improving lives, and our mission is to build a caring, inclusive 

community by creating opportunities that empower individuals and promote meaningful participation. This role 

supports that mission through compassion, trust, and collaboration to create positive change. Guided by our pillars of 

Live, Grow, and Prosper, it helps stabilise life circumstances, foster personal growth, and support sustainable 

employment and social enterprise outcomes. 

Position Title: Marketing & Communications Coordinator 

Position Overview: 

The Marketing & Communications Coordinator provides workflow, administrative and 

coordination support to assist the effective operation of Marcomms function. The position 

coordinates Marcomms requests, maintains accurate records, tracks actions, approvals and 

deadlines, follows up stakeholders, and escalates delays or issues. 

The position also: 

• supports digital, reporting, grants, submissions, event and general communications 

administration, including written content, proofing and document coordination. 

• helps maintain visibility of work status, deadlines, supporting documents, version-

controlled materials and completion progress. 
 (This position does not allow for working from home) 

Award: 
Social, Community, Home Care and 
Disability Services Award 2010 

Classification: Level 3 

Department: Marketing & Communications Position Code: 02.001.08 

Accountable To: 
Marketing & Communications Team 
Leader 

Probationary Period:  6 Months  
(Monthly reviews are conducted) 

IMPACT Commitment Statement 

Our staff actively contribute to IMPACT Community Services’ vision, mission, values, and uphold our policies and 

procedures. In return, they experience the reward of making a real difference in the community, working within a 

supportive team culture, and benefiting from a strong commitment to learning, development, and meaningful 

employment benefits. 

IMPACT Vision 

Improving lives  

IMPACT Mission 

Building a caring and inclusive community through opportunities which empower people, increase individual choice, 

improve resilience and increase social and economic participation. 

IMPACT Values 

IMPACT Community Services culture is driven by the following values
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 Put Wellbeing First  

 Build Trust in Relationships  

 Empower Others  

 Be Compassionate  

 Celebrate Uniqueness  

 Work Together  

 Create Positive Impact  

 Strive for Excellence 

 

Key Responsibilities 

Ticketing, Workflow and Operational Support 

• Coordinate Marcomms requests through the ticketing system, maintaining accurate records of actions, 

approvals, supporting documents, version-controlled materials, updates, deadlines and completion status 

• Gather requirements, record next steps, attach relevant documents and follow up agreed actions 

• Assist with preparing routine written content, summaries, draft updates and communication materials 

using supplied information, templates and guidance 

• Where required, proof and check marketing and communications materials to ensure they are accurate, 

complete, on brand and ready for review or approval 

• Coordinate supplier information, quotes and approval documentation needed to progress approved work 

• Escalate delays, missing information, competing priorities or issues  

Digital, Reporting and Administrative Support 

• Assist with website, email, social media, digital and reporting tasks, including simple website 

administration, digital updates, content maintenance, publishing calendars, dashboard inputs, Australian 

Social Values Bank reporting records and online documentation. 

• Prepare summaries, meeting notes, action lists, communication records, reporting updates and 

administrative documentation to support Marcomms leadership 

• Maintain organised digital files, shared resources and administrative records to support team workflow 

and access to current information 

• Maintain accurate records for digital activity, reporting tasks and related follow-up actions 

Grants, Submissions and Event Administration 

• Support grant, submission, reporting, acquittal and event tasks by coordinating timelines, requirements, 

evidence, approvals, bookings and supporting documentation 

• Gather information from internal teams, program areas, finance, suppliers, attendees and internal or 

external stakeholders as required 

• Assist with preparing, formatting, proofing, collating, submitting and filing grant, reporting and event 

documentation 

• Maintain grant and event records, including deadlines, correspondence, outcomes, run sheets, contact 

lists, booking details and approval records 

Stakeholder and Team Support 

• Maintain positive working relationships with internal and external stakeholders 

• Follow up internal and external stakeholders to support ticket progress, deadlines, approvals, reporting 

requirements and outstanding actions 

• Support requests, approvals, information gathering, meeting actions, reporting requirements and 

communication activity under guidance 

• Maintain professionalism, confidentiality, brand consistency, quality, accountability and clear records  
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Position Requirements  

Essential qualifications, skills and experience 

• Strong organisational, coordination and time management skills, with the ability to track priorities, 

deadlines, actions and approvals under direction  

• Proficient digital skills, including Microsoft Office, Teams, SharePoint, OneDrive, Outlook calendars, 

shared drives, file naming, version control and task tracking systems 

• Strong written communication and proofing skills, with the ability to check materials for accuracy, 

completeness, brand consistency and professionalism 

• Ability to:  

• use ticketing, task tracking or workflow systems to record requests, update job status, track 

actions and maintain accurate work records 

• gather information, clarify requirements, prepare summaries, take meeting notes and maintain 

clear records of decisions and follow-up tasks 

• prepare routine written content, summaries, updates and communication materials using 

supplied information, templates and guidance 

• coordinate documentation, deadlines, evidence, approvals and follow-up tasks for grants, 

submissions, acquittals and organisational reporting 

• communicate professionally with internal and external stakeholders to gather information, 

follow up actions and support timely completion of tasks 

• apply initiative and practical judgement within established processes, agreed priorities and 

guidance from the Marcomms Team Leader or Team Manager 

Desirable qualifications, skills and experience 

• Certificate III or IV in Business Administration, Marketing, Communications, Project Administration, Event 

Management or a related field, or equivalent relevant experience. 

• Experience in workflow coordination, project administration, marketing support, communications support, 

grants administration, event coordination or reporting support. 

• Familiarity with social media platforms, digital tools, content calendars, task tracking systems or website 

CMS platforms such as WordPress. 

• Experience working within a not-for-profit, community services, regional or mission-driven organisation 

Child Safe Organisation 

IMPACT is a Child Safe Organisation, and this position works directly with either children and/or young people. 

IMPACT is committed to the safety and wellbeing of children and young people and this position must adhere to the 

National and Queensland Principles for Child Safe Organisations and all of IMPACT’s internal policies and procedures 

in relation to safeguarding a child or young person.  

Licensing and Administrative Requirements 

Please note that employment is subject to obtaining/holding all requirements listed below and that failure to 

comply may lead to termination of employment. These requirements must be maintained throughout the 

employment period. 

• Queensland Driver’s Licence / C Class 

• This position must hold a possession of, or willingness to obtain a QLD Working with Children clearance (Blue 
Card). There may also be a requirement to obtain a National Police Check (AFP). 
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Employee Acknowledgement 

I have received, reviewed, and fully understand the position description for this role. I further acknowledge that I am 

responsible for the satisfactory execution of the essential functions outlined therein, under any and all conditions as 

described. 

Employee Name:  

Date:  

Signature:  

 


