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	Position Description

	Position Title
	Business Administration & Partnerships Coordinator

	Program
	The Collective

	Award
	Social, Community, Home Care and Disability Services Industry Award 2010 (SCHADS) Grade 5 - with access to salary packaging

	FTE
	0.8 FTE (60.8 hours per f/n)

	Reports to
	LLEW Manager, The Collective

	Location
	140 Grange Road, Carnegie

	Hybrid/Onsite/Offsite
	Office based with some flexibility to work from home 

	Employment Type
	Fixed Term, part time until 30 June 2027

	Date of Review
	17/11/2025



	About SHARC

	Established in 1995, SHARC is a community of people impacted by alcohol, drugs and gambling, including family, friends and supporters. Together, we work towards an Australian society where our communities' lived expertise is at the heart of inclusive communities, services, and systems.
Our Vision: Lived expertise is at the heart of inclusive communities and services, where people proudly share their experiences and support each other in a society free of stigma and discrimination.
Our Purpose: We transform lives, services and society through our community's lived experience of alcohol and other drugs, gambling and related harms. We create change by being ourselves, supporting one another, telling our stories, sharing our knowledge, advocating and building allyships.
SHARC places a priority on a positive, supportive, and productive work environment. Our services operate within an empowerment framework which maximises clients’ and volunteers’ opportunities for self-responsibility, mutual support and participation.
SHARC is strongly committed to equity and inclusion, and we’re looking for people who share these values. We encourage applications from Aboriginal and Torres Strait Islander people, women, younger and older people, people from culturally and linguistically diverse backgrounds, LGBTQI+ communities, and people living with a disability or identify as neurodivergent. SHARC is an equal opportunity employer that offers generous salary packaging and opportunities to undertake professional training and development.

	About the Program

	In preparation for the decommissioning of the Centre for Mental Health Learning (CMHL) on 30 June 2025, SHARC, Tandem, HRVIC, CLEW and VIMIAC came together to propose a new model: that the Lived and Living Experience (LLE) workforce be led and managed by a dedicated LLE collective. This vision—to place leadership of the LLE workforce firmly in the hands of those with lived and living experience—was realised under the auspice of SHARC.
The Collective support the Lived & Living Experience Workforces (LLEW) through discipline specific training, supervision and scholarship opportunities. 

	Position Objective

	The Business Administration & Partnerships Coordinator will provide administrative support to the LLEW Manager and The Collective team across all program initiatives. This position is ideal for someone who is proactive, skilled in process improvement, project management, and eager to contribute to meaningful change. We are seeking a positive individual with a solution-focused mindset and a commitment to continuous improvement.
This position is a designated ‘lived experience’ role.

	Position Responsibilities

	· Deliver high-quality administrative support to The Collective team, including event coordination, project specific support, and timely follow-up on key items
· Assist in planning, development, administration & marketing of The Collective’s offerings
· Manage program administration tasks such as schedules, agendas, minute taking, room and accommodation bookings, catering, and preparation of briefing materials 
· Develop and maintain relationships with partners and key stakeholders to coordinate Governance Group meetings and ensure clear, timely communication and follow-up
· Attend forums and events in the LLE sector with The Collective team on a needs basis
· Provide meeting support and accurate minute taking for both in-person and online sessions 
· Plan and coordinate logistics for on-site and off-site training and Community of Practice events, including venue bookings and catering 
· Maintain accurate records of enquiries and participant information in relevant databases and filing systems 
· Support the design and delivery of communications using digital platforms such as Mailchimp, SurveyMonkey, Canva, JotForm and Humanitix 
· Organise and manage digital files using SHARC’s OneDrive and SharePoint systems 
· Keep program-related Excel spreadsheets up to date to support effective data tracking and reporting 
· Assist with the preparation and processing of reports, invoices, and payments 
· Undertake other duties as required, consistent with skills and experience, including general project support

	Key Working Relationships

	Internal
	External 

	LLEW Manager, The Collective

	Tandem, HRVIC, CLEW and VIMIAC

	The Collective Team 
	Lived Experience Branch, Mental Health and Wellbeing Division, Department of Health

	Other internal staff as required
	The Victorian Collaborative Centre for Mental Health & Wellbeing

	SHARC Organisation
	

	Selection Criteria

	Essential
· Lived or living experience of mental health or alcohol and other drug (AOD) services - either through your own experiences or in a supporting role - and the ability to draw thoughtfully on that perspective in your work.

· Strong organisational and time management skills, with the ability to prioritise tasks, adapt to changing needs, and learn new systems and processes 
· High attention to detail and accuracy, particularly in managing records, data and meeting documentation 
· Demonstrated ability to work independently and collaboratively within a team 
· Experience supporting meetings, including preparing agendas and papers, taking minutes, and following up on action items 
· Experience working with databases, CRMs, and large data sets, with a focus on maintaining accurate records and supporting reporting needs
· Demonstrated, well developed interpersonal and communication skills, both written and verbal, and the ability to work effectively both as part of a team and independently. 
· Demonstrated advanced computer skills including Microsoft office applications (Excel, Word, PowerPoint)
· An ability to work sensitively with people of diverse cultures, backgrounds, abilities, ages, sexualities, and gender identities
Educational qualifications
· A relevant tertiary qualification will be highly regarded

	Additional Requirements

	All employees are required to:
Obtain an employee Working with Children Check and a police check for this position. We understand that a requirement for this role is to have experience of the criminal justice system. We have a procedure in place for supporting people through these processes. 
Report to management any criminal charges or convictions you receive during the course of your employment.
Comply with relevant policies and guidelines.
Comply with and accept responsibility for ensuring the implementation of health and safety policies and procedures.
Fully co-operate with SHARC in any action it considers necessary to maintain a working environment, which is safe, and without risk to health.
Take reasonable care for their own health and safety and that of other personnel who may be affected by their conduct.
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 SHARC.
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 SHARC management. SHARC is committed to child safety and is a Child Safe organisation.
Be aware of and comply with the SHARC Code of Conduct.
Participate in mandatory training requirements to support the delivery of a safe and effective service.
Participate in an annual performance reflection process with your manager.
Have valid working rights to work in Australia.

	General Information

	New employees are subject to a 6-month probation period.
Employment terms and conditions are provided in accordance with SCHADS Award.
Salary Packaging is available in accordance with current legislation.
Hybrid working arrangements may be negotiated with the CEO in accordance with SHARC policy. 
SHARC 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.
Under the Accident Compensation Act, it is the applicant’s duty to advise SHARC of any pre-existing condition, which could be aggravated by the type of employment they are applying for. Failure to do so seriously jeopardises any entitlement the employee might have for a work-related aggravation of that non-disclosed pre-existing condition.
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.
SHARC reserves the right to modify position descriptions as required. Employees will be consulted when this occurs.
Redeployment to other services or sites within SHARC may be required.


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

	Employee Signature
	

	Date
	

	Approved by Chief Executive Officer (signed)
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