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Job Description & Selection Criteria

Media and Communications Coordinator

TERM: Part time - 3 days per week (Temporary to June 2027, with possibility of
extension)

ACCOUNTABILITY:  This position is accountable to the Operations Manager (line manager)
and ultimately to the Chief Executive Officer and the Board (refer to Org
Chart).

1. Organisational Context

Established in 1979, Arab Council Australia (Council) is a secular community-based organisation
working to bring about positive social change and improve the lives of the most vulnerable
people in the community.

Council represents the interests of people from twenty-two Arab countries. Our membership
reflects this diversity and includes people of non-Arabic speaking background. We work with
diverse communities and across sectors and play a pivotal role in capacity and community
building and in advocacy.

We deliver culturally and linguistically appropriate social services to address isolation, inequity,
discrimination, poverty and hardship. Some of these services include disability support; family
support; child protection; social support to older people; problem gambling and financial
counselling; orientation and settlement; casework; and educational support to children, youth
and families.

2. Role Description

The Media and Communications Coordinator plays a key role in connecting Arab Council
Australia with the communities it serves and the stakeholders who support its work. The
position is responsible for developing and distributing content across Council's social media
channels and website, and for producing flyers, newsletters and promotional campaigns that
keep the community informed and engaged. The role includes designing promotional materials,
drafting media releases, and producing content that resonates with Arabic speaking and
broader CALD communities across Sydney.
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3. Specific Duties

1. Media 1.1. Planning and developing content to promote Council
Management services and activities for various channels such as social
media, websites, and press releases.

1.2. Update content (including new projects, activities, events,
publications etc) on Council’s website.

1.3. Promote activities, events, publications through creation of
fliers, posts etc (using Canva) for printing and/or online
distribution.

1.4. Coordinate the development and distribution of Council’s
community engagement materials including newsletters.

1.5. Coordinate the development and distribution of Councils
engagement and communication with members including
meeting announcements, renewals and new memberships.

1.6. Develop and/or edit copy for promotional materials for
online promotion as well as flyers etc.

1.7. Maintain Council’s distribution lists including mailing lists,
membership lists and media contacts.

1.8. Devise and implement evaluations to measure media
outputs and outcomes as required.

1.9. Provide reports according to internal reporting obligations.
2. Quality 2.1. Comply with relevant legislation, departmental and
organisational requirements.
2.2. Comply with contract guidelines.

2.3. Ensure record keeping and other information is recorded
according to service standards and practice.

2.4. Ensure reporting requirements for unit projects are
undertaken.

2.5. Engage in supervision with the line manager.
2.6. Engage with external supervision when required.
2.7. Maintain a high level of professional standards.
3. Team Participation 3.1. Be responsible for unit projects as outlined in this document
and as delegated by management.

3.2. Contribute to the on-going development of Council team
through peer supervision, reflective practice sessions,
collaborative team work and providing responsive projects.
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3.3. Work collaboratively with all staff members ensuring open
and clear communication across the organisation.

3.4. Participate in team, project and organisational meetings as
required.

4. Health and Safety 4.1. Maintain, and foster a safe work environment at all times.

4.2. Ensure own work does not adversely affect any other
person.

4.3. Identify, correct and report any unsafe act, condition or
behaviour according to Council’s policies and procedures.

4.4. Report any injury or incident in accordance with Council’s
policies and procedures.

5. Risk Management 5.1. Ensure that Council’s Risk Management Policy and plan, and
the application of sound risk management practices within
the workplace and community are adhered to and complied
with at all times.

5.2. Actively champion the organisational reporting system by
ensuring all risks, accidents, incidents, and feedback are
reported in a timely, responsive and responsible manner.

5.3. Actively participate in organisational quality and risk
management processes including external accreditation
when required.

6. Policies and 6.1. Ensure personal compliance with all Council policies,
legislative legislative requirements and lawful management directions.
requirements

7. Code of Ethicsand  7.1. Actively support Council’s vision, values and aims.

Conduct 7.2. Ensure full compliance with Council’s Code of Conduct.

7.3. Operate within all Council’s policies, procedures and practice
guidelines as well as relevant legislative requirements.

8. Employee 8.1. Participate in ongoing education and training as identified
development and approved.

8.2. Participate in the organisation’s performance management
system, including participating in supervision to identify
opportunities for performance improvement.

8.3. Participate in professional development programs that are
relevant to this role.
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4,

Position Requirements

a)
b)

c)

d)

e)

f)

Capacity and willingness to work within the ethos of Arab Council Australia
Provision of a satisfactory Police Check and NDIS workers screening check (if relevant)

IT skills including website development, graphic design tools (e.g. Canva), and working
knowledge of Microsoft Office suite and windows operating environments.

Excellent English language skills, both written and verbal.

Knowledge and understanding of various social media platforms including generating and
scheduling posts, maximising reach etc.

Availability to work extended hours, weekends or evenings when required.

5.

a)
b)

c)

d)

e)

f)
g)

6.

Selection Criteria

Tertiary qualification in relevant discipline e.g. communications, media

Experience in media including website development, graphic design, content
development etc.

Experience in working with CALD communities and a good understanding of issues
affecting Arabic speaking background communities.

Experience in developing and implementing media campaigns.

Demonstrated ability to multitask and a good track record of meeting targets and
prioritising work.

Highly developed interpersonal, verbal and written communication skills.

Ability to write and converse in Arabic (desirable).

Location

In addition to a number of outreach locations, Council provides services from its offices:

Suite 2, Level 2, 44-46 Mandarin Street
Fairfield East NSW 2165

The principal location for this position will be at Council’s Fairfield East Office and/or a
combination of working from home and working on site in accordance with Council policy.

7.

Salary and Employment Conditions

Employment conditions are as per the modern Social, Community, Home Care and Disability
Services Industry Award (SCHADS).

This position will be for 21 hours / 3 days per week.
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The salary is paid fortnightly and is at Level 4 up to Pay Point 4 ($50.71 — $54.56 per hour) of
the SCHADS Award. Employer superannuation contribution, travel allowance, other relevant
entitlements along with some above Award conditions also apply.

Attractive Salary Packaging benefits are available.

Send your CV and a written application addressing the above competencies and outlining
your experience, skills and capacity to fulfil this position by 9am on Monday 14 September
2026 to:

The Chief Executive Officer
Arab Council Australia
info@arabcouncil.org.au

Applications will be considered as they are received.

For more information, contact Lopitta Fares, Operations Manager on: (02) 9709 4333.
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