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	Position Description
	Position Title:
	Kidney Health 4 Life Program Coordinator

	Reports to:
	Program Manager - Community

	Business Unit:
	Community 

	Location:
	Southbank, South Melbourne

	FTE:
	 FTE 1.0
	Status
	Permanent

	Incumbent
	
	Date effective:
	1 June 2026



Kidney Health Australia 

Kidney Health Australia was established in 1968 as the Australian Kidney Foundation. We are a not-for-profit organisation recognised as the voice for kidney health in Australia. We drive awareness and early detection of kidney disease through the delivery of high-impact programs and services and are dedicated to improving health outcomes and quality of life for people living with kidney disease, their families, and carers. 

Our Vision: Healthy kidneys for all Australians 
Our Mission: To decrease the incidence of kidney disease and save and improve the lives of Australians affected by kidney disease. 
Core Values: We care about people; we are aspirational; and we seek impact. 

How you can make a difference
Be part of Kidney Health Australia’s path to transformation as we embark on a bold aspiration to change kidney disease as we know it and to End Dialysis by 2050. As part of achieving that aspiration, we aim to support people affected by kidney disease to become better advocates and managers of their own care, outside of their clinical treatment. 

About the role
We are looking for an enthusiastic and experienced program coordinator who can manage the day-to-day activities of our flagship community support initiative, Kidney Health 4 Life (KH4L). The Kidney Health 4 Life Program Coordinator will have end-to-end responsibility for KH4L, from coordinating promotions to drive registrations, to managing user engagement, to managing the evaluation of Hub activity, program usage and health impacts. A key responsibility will be the preparation and management of learning module content and other resources housed on the KH4L Hub. The role will report to the Program Manager – Community and has no direct reports.

KEY RESPONSIBILITIES AND DUTIES

	DUTIES
	ACCOUNTABILITIES

	KH4L program coordination
	· Manage the registration process and data collection for all activities connected to the KH4L Hub, including user registrations, and event and service bookings
· Manage user engagement journeys, working with the CRM Manager, to support guided learning pathways and ongoing engagement 
· Establish protective measures around the use of program data in delivering the requirements of the program 
· Work with internal and external stakeholders in the coordination of activities connected to KH4L, such as events, webinars etc
· Set up KH4L working group and project team meetings as required for new KH4L initiatives, as directed by the Program Manager - Community

	KH4L content and resource development
	· Develop program content and learning modules with specific responsibilities for the look and feel of content modules and addition of images, infographics and other design or interactive elements
· Ensure appropriate referencing in EndNote against all content and adhere to the content management system to support updates and additional content
· Coordinate development of video content and other multimedia resources as required, working with external suppliers
· Coordinate collaboration with Clinical team and external expert content suppliers and consumers in content/resource development, review and associated administration such as agreements

	Program promotions, engagement and evaluation
	· Implement the marketing and promotions activities for all programs and services based within Kidney Health 4 Life, working closely with the Marketing team
· Maintain a high level of user engagement in the KH4L Hub, providing monthly reporting
· Coordinate the monthly KH4L e-newsletter, and provide monthly reports on engagement and topics of interest
· Gauge themes from Helpline and other internal and external stakeholders on consumer feedback to feed into new ideas for KH4L and other programs
· Manage a consumer feedback process across KHA to collect and analyse consumer feedback for dissemination by the business
· Develop other initiatives to enhance user engagement across Community programs and services

	Report and evaluation
	· Monitor and report on participant program activity and other health assessments as directed
· Develop program presentations as required 



WORKING AT KIDNEY HEALTH AUSTRALIA
	Travel
	· To be available for domestic travel as required

	Internal Reporting and communication
	· Monitor and evaluate activities and write reports for Kidney Health Australia as required
· Attend regular Business Unit meetings and other Kidney Health Australia meetings as required

	Teamwork
	· Contribute to a positive team environment by working collaboratively and communicating effectively with the rest of the team and other Kidney Health Australia staff
· Undertake other work activities as required by the Program Manager - Community 
· Ensure work completed is consistent with Kidney Health Australia values and processes
· Participate in acquiring knowledge and understanding of new technologies and programs to enhance work capability

	Representing Kidney Health Australia 
	· Ensure all dealings with the public are conducted in a friendly, helpful and professional manner
· Ensure the purpose and work of Kidney Health Australia is conveyed accurately and positively through all interactions with the public


KEY SELECTION CRITERIA
	Essential 
	· Proven program coordination experience, preferably in a health-related field
· Demonstrated experience in preparing, consumer-friendly and engaging evidence-based health content for learning purposes 
· Excellent written communication and ability to coordinate engaging marketing and promotional activities to increase engagement across various channels
· Demonstrated ability to collaborate with a wide range of internal and external stakeholders
· Intermediate to high level computer skills and use of a range of software, specifically Learning Management Systems, Content Management Systems, End Note, Canva, CRM and email marketing platforms 
· Demonstrated experience in collecting and disseminating consumer health information for use in development of initiatives, observing data protection and privacy laws

	Highly desirable
	· Tertiary qualifications in health promotions, public health, communications or similar
· Experience working with Learning Management Systems in developing education programs for consumers
· Working knowledge of the Australian health care system

	Personal attributes
	· Drive, friendly nature with enthusiastic can-do attitude 
· High-level oral, written and interpersonal communication skills
· High attention to detail and commitment to accuracy
· Highly effective organisational, time and budget management skills
· Effective consultation, negotiation and influencing skills
· Values compatible with the Kidney Health Australia culture of caring about people, being aspirational, and seeking impact

	Other
	· Must have a National Police Check and Working with Children’s check. 
· Candidates must have the legal right to work in Australia as a permanent resident or citizen
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