[image: image1.jpg]IM\/‘C

Endless Opportunitie




Position Description:                 




Communication and Business Development Manager
The Inner Melbourne VET Cluster (IMVC), is a not-for-profit incorporated association established in 1998. Throughout its history, the IMVC has been at the forefront of developing 

best-practice initiatives and models to serve the needs of young people, providing them with endless opportunities to fulfil their potential for economic and social participation. 

The IMVC focuses on service delivery in the Inner, Northern and Eastern Metropolitan

Melbourne. We are well respected amongst schools, government, industry and the broader community; cooperatively and creatively working with these agencies to achieve real outcomes and seamless transitions for our stakeholders.

The IMVC provides a diverse suite of programs, as such, we have the unique capability to provide our stakeholders with a holistic approach to the development of skills, assets, opportunities and capabilities to:

· Learn – participate in education and training;

· Work – participate in employment, unpaid or voluntary work; and

· Engage – connect with people and community.
Our diverse suite of programs include: Vocational Training, VET in Schools, Learn Local, Workplace Learning, Youth Connections, Social Enterprise, Career and Transitions, National Disability Coordination, Indigenous Community Engagement and Alternative Learning. 

Position Title:  


Communications and Business Development Manager
Employment Type:

1.0 EFT (Permanent Full-Time)
Responsible to:


Executive Officer

Direct Reports:


One direct report – Avidity Salon Manager
Location:
South Melbourne
Employee Allowances:
Travel allowances are available.

Personal Leave


10 days a year

Annual Leave:


20 days a year
Appointment will be made subject to three months probation, periodic performance reviews, successful police background check and Working With Children Check. Applicant is required to have a valid Victorian Driver’s Licence. Superannuation will be paid by the IMVC at the prescribed rate as specified within the Superannuation Act.  

Job Summary

The Communications and Business Development Manager is a key member of the Leadership Team, bringing skills, experience, commitment and passion to enhance, develop and add value to all IMVC programs. Working closely with the Executive Officer, this role will be responsible for the development and delivery of overall communication and business development strategies and initiatives. This role will contribute significantly to organisational growth, innovation, and solidification of the IMVC as a leader in the youth and community sector. 
Key Responsibilities and Accountabilities
· Develop and implement comprehensive marketing, communications and business development strategies for current and new IMVC programs and activities. 
· Develop and implement operational, marketing, and business development strategies for Avidity – IMVC’s social enterprise.

· Prepare and deliver high quality marketing collateral and stakeholder communications including print, electronic and social media; including the creation and management of two company websites. 
· Oversee IMVC brand management and guidelines, as well as proactive and reactive PR and media relations.

· Prepare key presentations and reports including Annual Reports, grant applications, and tender submissions.
· Support the Executive Officer in developing and managing strategic partnerships and relationships with government, schools, industry and the broader community. 

· Manage relationships with external agencies and suppliers in relation to marketing, communication and business development initiatives.
· Develop the research and evaluation framework for IMVC programs and activities, including the assessment and identification of gaps and opportunities.
· Lead, mentor and motivate the team in stakeholder communications and engagement.
· Oversee IMVC social enterprise – Avidity 

· Provide ongoing development and timely performance reviews for direct reports.
· Contribute to the development and achievement of the wider organisational strategic plan.
· Any other duties as directed by the Executive Officer, and commensurate with the scope and classification of the position.
Qualifications & Experience
· A tertiary qualification in a relevant discipline and/or significant industry experience in communications, marketing, public relations, business development, project management, government, education or community services.
· Excellent written and verbal communication skills 

· Excellent organisational and project management skills.

· Experience in managing websites, online content, e-marketing and social media

· Experience in PR, media relations and corporate communications

· Experience in stakeholder relations, team management and leadership at senior level

· Experience in grant and tender writing and/or the production of reports

· Creative development experience, including graphic design and knowledge of the Adobe Creative Suite software (in particular Adobe InDesign)
· Proficiency in Microsoft Office suite (Word, Excel, Outlook, Powerpoint)
Personal Characteristics

· Enthusiastic, dynamic, self-motivated and proactive person.
· Highly professional and articulate with excellent interpersonal skills.
· Excellent attention to detail and commitment to high quality outcomes. 

· Strong ability to manage multiple priorities and projects.
· Proven ability to work independently and within a team environment.
· Strong personal values and commitment to working in the not-for-profit sector.
Key Selection Criteria

Applicants are required to provide a statement addressing the following key selection criteria, in addition to providing a CV/resume:
1. A tertiary qualification in a relevant discipline and/or significant industry experience in communications, marketing, business development, public relations,  project management, government, education or community services.

2. Demonstrated experience in developing and implementing comprehensive marketing, communications and business development strategies.
3. Demonstrated experience in the preparation and delivery of websites, marketing collateral, and other types of print, electronic, and social media, as well as proven capacity in PR and media relations.
4. Demonstrated experience in preparing key presentations and reports including Annual Reports, grant applications, and tender submissions.

5. Strong interpersonal skills with the ability to interact and establish professional strategic relationships with internal and external stakeholders.

6. Excellent leadership, organisational and time management skills with the ability to multi-task and effectively prioritise competing demands.
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