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			POSITION DESCRIPTION

	Position Title
	Marketing and Communications Manager
	Reporting to
	Executive Director, Corporate Services

	Program
	Corporate Services
	Direct reports
	Media Advisor
Marketing Writer/Advisor (tbc)
Stakeholder Co-Ordinator

	Award/Agreement
	Windana Enterprise Agreement 2016
	Employment Type
	Permanent

	Classification
	Manager
	Date
	April


	[bookmark: _Hlk536539985][bookmark: _Hlk536540316]The Organisation

	
Windana is a leading Victorian drug and alcohol treatment organisation specialising in holistic, client-focused recovery services. For more than 30 years, we have been helping people rebuild their lives in a safe, caring environment, supporting our clients wherever they are in the recovery process. 

Our Mission
Helping people to rebuild their lives.

Our Vision
We will provide a range of complementary treatment services to support individuals and families to assist them to recover from the harmful effects of drugs and alcohol. We will draw on our specialist expertise to increase community understanding of drug and alcohol related issues and we will develop a pro-active, educative focus to our work.

Our Principles
· Provide a range of approaches and give attention to all aspects of an individual.
· Provide unflagging belief and support for individuals who wish to change and grow.
· Respect differences in culture, religion, gender, age, family situation, background and economic status.
· Commit to honesty and respect in all our relationships.
· Draw on our expertise to develop new approaches to support treatment information and community education.
· Develop processes and practices that are open, fair and honest.
 
What we believe
We believe that people can rebuild their lives.




	Position Purpose

	The Marketing and Communications Manager is primarily responsible for enhancing and evaluating the Windana brand via marketing strategy, campaigns and fundraising. This position will lead the delivery of innovative marketing, communication and fundraising strategies. The person will work with the service delivery teams to ensure that Windana internal and external communications align with client programs and Windana’s vision and operational plans.


	Key Responsibilities 

	
Brand and Marketing:
· Collaborate across Windana and its stakeholders to lead the development of a range of Windana brand, marketing, communications and fundraising campaigns.
· Provide strategic advice and recommendations to the Windana Executive and Board on marketing, communications and fundraising strategies.
· Deliver marketing and communication campaigns for key Windana programs, program innovations, client outcomes measurement and other projects and initiatives.
· Manage the Windana brand across key stakeholders and the brand guidelines ensuring consistent messaging internally and externally.
· Review and update elements of the organisation’s website and intranet
· Responsible for the production and distribution of marketing and communications collateral for Windana including information for clients (adult and youth), family/friends/support networks, Aboriginal and Torres Strait Islanders, LGBTIQ+, Culturally and Linguistically Diverse Communities, key stakeholders and partners.
· Develop and implement a calendar of potential communication opportunities, Windana events and activities.
· Provide effective leadership to drive the performance and outputs of the team including day-to-day management of the Marketing and Communications Team.
· Accountable for budget, timelines and evaluation of marketing activities.
· Accountable for Fundraising target.

Other:
· Development of relevant policy positions and fact sheets on contemporary and agreed subject matter
· Advise on media engagement and strategy

General
· [bookmark: _GoBack]Understand the organisation’s strategic directions and undertake communications and marketing work to support these directions and build Windana’s profile.
· Develop strong and effective relationships across the organisation with internal stakeholders and if relevant external stakeholders.
· Provide general communications and marketing advice and support to Windana staff and management
· Assist with sourcing and publishing regular organisational news and announcements on Windana, Windana’s intranet platform, to keep staff informed about organisational issues, initiatives and programs.  
· Be a change agent and influence change at a high level
· Collaborate with Executive, Managers and the wider organisation to meet marketing and business objectives
· Develop and maintain appropriate relationships with stakeholders and regulatory bodies.
· Other duties consistent with the position where required or requested.






	[bookmark: _Hlk536540273]Key Working Relationships

	
	Internal:
	External:

	Staff, Managers, Executive
	DHHS

	Clients
	CAC

	Board
	QIP

	
	AOD Agencies




	Selection Criteria

	
Essential
1. A tertiary qualification in marketing, communications, media, or a related discipline, and/or equivalent demonstrated experience in a related field
2. Proven track record in successful delivery and evaluation of campaigns including leading social marketing campaigns (community awareness/behaviour) and/or experience with community engagement methodologies
3. Proven knowledge of digital marketing, content management systems and experience in the development of corporate websites and intranet applications
4. Highly developed project management skills
5. Proven ability to lead and effectively manage the performance, output and development of direct reports
6. Highly developed written and verbal communication skills, including an ability to adapt styles to suit audiences, and experience editing online and print publications.
7. Proven track record in collaboration and growing relationships with a range of internal and external stakeholder including well developed influencing and negotiation skills
8. Ability to be self-motivated, responsive and flexible in an environment with time pressures and multiple priorities.

Desirable
· Experience in working in the AOD or community health services sector
· Fundraising experience in the community health Services sector


	Additional Requirements

	
All employees are required to:
· Obtain a police / criminal history check prior to employment
· Report to management any criminal charges or convictions you receive during the course of your employment
· Comply with relevant Windana clinical and administrative policies and guidelines. 
· Comply with and accept responsibility for ensuring the implementation of health and safety policies and procedures
· Fully co-operate with Windana in any action it considers necessary to maintain a working environment, which is safe, and without risk to health
· Protect confidential information from unauthorised disclosure and not use, disclose or copy confidential information except for the purpose of and to the extent necessary to perform your employment duties at Windana
· Safeguard children and young people in our care, by ensuring that your interactions are positive and safe, and report any suspicions or concerns of abuse by any person internal or external to Windana management 
· Be aware of and comply with the Windana Code of Ethics and Practice 


	General Information

	
· Redeployment to other services or sites within Windana may be required
· Employment terms and conditions are provided according to relevant award/agreement
· Windana is an equal opportunity employer and is committed to providing for its employees a work environment which is free of harassment and/or discrimination.  The organisation promotes diversity and awareness in the workplace
· This position description is intended to describe the general nature and level of work that is to be performed by the person appointed to the role.  It is not intended to be an exhaustive list of all responsibilities, duties and skills required.  Windana reserves the right to modify position descriptions as required. Employees will be consulted when this occurs
· Windana is a smoke free environment


	

	
I confirm I have read the Position Description, understand its content and agree to work in accordance with the requirements of the position.

	
Employee’s Name:
	
	

	
Employee’s Signature:
	

	
Date:
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WINDANA

Life. Changing.




