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POSITION DESCRIPTION 
 

TITLE 
Marketing Coordinator 
 

FUNCTION 
Business Development  
 

REPORTS TO 
Head of Business Development  
 

TERMS 

• This role is covered by the Educational Services (Post-Secondary 
Education) Award 2020 

• This role is appointed at Level 5 or Level 6, unless by exception  
• This role may be appointed under contract or permanent 

arrangements  
• This role may be appointed full-time or part-time  
 

LOCATION 
 
Australian Centre for Grief and Bereavement office, offsite, as agreed 
 

 

PURPOSE 
Organisation purpose  
Australian Centre for Grief and Bereavement is an independent, not-for-profit organisation working to 
better prepare Australians for grief and to be a guiding voice through it. Our mission is to support 
grieving Australians through advocacy, evidence-informed practice and education.  

Function purpose  
The Business Development function supports the organisation’s core purpose by driving growth and 
increasing effectiveness in existing markets and by realising opportunities in new sectors. The function 
aims to achieve this through fundraising, marketing, membership development, and effective 
relationship management through client and community relations, and volunteer programs. 

Role purpose  
The Marketing Coordinator is responsible for supporting the organisation’s marketing efforts by 
delivering the annual marketing plan to achieve key performance measures and supporting the 
organisation’s day-to-day marketing requirements.  
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KEY RESPONSIBILITIES 
 
• Deliver the annual marketing plan to achieve key performance measures, including integrated 

marketing campaigns, content creation and curation, publishing, and all other streams of the 
marketing plan  

• Embed the brand refresh across the organisation and act as custodian of the brand, ensuring 
integrity in its visual and verbal application across all channels  

• Produce community-based marketing and events  
• Support internal requests for collateral, merchandise, and promotional items  
• Produce reports that provide data, trends, and marketing and consumer insights  
• Work collaboratively and effectively with internal and external stakeholders  
• Be an active champion of the Social Contract, diversity, and inclusivity programs  

 

KEY CHALLENGES 
 
• High-quality delivery of all elements of the marketing plan, on time and on budget, to achieve key 

performance measures  
• Working closely with the external agency, and other marketing vendors, to ensure a seamless 

brand experience for all audience segments  
• Understanding and reporting campaign performance to enable real-time decision making  
• Identifying opportunities for continuous improvement in all aspects of the role  
 

 
KEY RELATIONSHIPS 
Internal 
• Head of Business Development, Business Development Team colleagues, other colleagues as 

required  
 

External 
• External vendor services brand and marketing agency (Taylor & Grace), other external vendors and 

suppliers as required, private, professional and industry bodies as required  
 

 

SKILLS AND QUALIFICATIONS 
Required 
• Tertiary degree in business, commerce, or related discipline  
• Minimum 3 years experience in a marketing role, preferably with previous responsibility for end-

to-end campaign delivery  
• Excellent interpersonal, written, and verbal communication skills, including copywriting  
• Effective project management, time management, and collaboration skills  
• Attention to detail  
• Excellent data management and administrative skills  
Desired 
• Understanding of the non-profit sector, including compliance obligations in relation to marketing 

activities  
• Experience with fundraising, corporate affairs and/or strategic relationship management 
• Health promotion, health sector  

 
 


