
 
POSITION DESCRIPTION  

Position title:  Women’s Health Week Support Officer 
Contract:   0.8 FTE  

Employer:   Jean Hailes Foundation 

Location:  Head Office- Melbourne CBD/Hybrid  

Department:  Partnerships & Projects Team 

Supervisor/Manager:   Community Engagement and Partnership Manager 

Date:    February 2024 

Background 
Jean Hailes for Women's Health (“Jean Hailes”) is a national not-for-profit organisation 
dedicated to improving women's health throughout the various stages of their lives.  
 
We combine research, clinical care and practical education for women and health 
professionals. Our key point of difference is that we provide independent, credible advice, 
information and education on women’s health issues to the community and to health 
professionals.  
 

Department 
 
Working collaboratively across the organization, the Partnerships and Projects Team is 
responsible for:  
 

• Developing relevant and consistent frameworks, templates and tools to guide 
community and corporate engagement across teams  

• Planning, implementing and evaluating strategies to build corporate and community 
partnerships.  

• Strengthening connections and meaningful engagement with priority populations  
• Securing project and corporate funding to progress the mission of Jean Hailes  
• Managing relationships with community and corporate partners to ensure outcomes 

are being achieved  
• Leading and implementing stakeholder engagement and recruitment strategies for 

the WHW campaign.  
• Delivering on relevant KPIs as outlined in the Australian Government Department of 

Health (AGDoH) Activities Plan  
 
Women’s Health Week is Jean Hailes’ most significant national stakeholder event, serving a 
range of organisational goals: 

• Increase national brand awareness 

• Expand national engagement with the health professional sector, consumers and 
media 

• Increase reach and engagement through strategic partnerships 

https://jeanhailes.org.au/


• Improve health literacy  

• Facilitate connections and self confidence among women 

• Provide access to evidence-based health information for all women, girls and 
gender diverse people 

• Meet key deliverables in the 2021-2025 AGDOH agreement 

Summary of position 
 

The Women’s Health Week Support Officer reports to and supports the engagement work of 
the Partnership & Projects team for the National Jean Hailes Women’s Health Week . The 
officer assists the Community Engagement & Partnerships Manager to coordinate host 
recruitment, registration and engagement. The role is also responsible for working with an 
external provider to distribute and coordinate Jean Hailes resources to external 
stakeholders, Women’s Health Week hosts and community supporters, partners and 
consumers 

Key job requirements and responsibilities 

Resource coordination 
 Working with an external fulfillment supplier, coordinate the distribution of Jean Hailes 

resources (such as Women’s Health Week bags, posters and booklets) to external 
stakeholders, Women’s Health Week hosts and consumers 

 Regularly check inventory and notify appropriate teams of low stock counts.  

 Provide tax invoices to Women’s Health Week hosts or Jean Hailes customers as 
required 

 Regularly monitor activity on the Jean Hailes e-comms site Shopify, alerting the Web 
Content and CRM Manager of any technical issues or complaints.  

Women’s Health Week 
 Under the guidance of the Community Engagement & Partnerships Manager liaise with 

hosts, community supporters and registrants for Women’s Health Week. 

 Coordinate the distribution of resources, promotional kits and logos for Women’s Health 
Week with keys stakeholders including community supporters and partners, as required.  

 Coordinate online registrations for Women’s Health Week ensuring entries are reviewed, 
checked for spelling, active, and adhere to WHW T’s &C’s.  

 Support key stakeholders or partners with WHW registrations for their organisation.  

 Identify and report any issues or improvements to the Women’s Health Week registration 
portal and CRM, to Community Engagement & Partnership Manager.  

 Identify any issues relating to incorrect logo usage, fundraising and copyright, and report 
issues to Community Engagement & Partnership Manager 

 Manage the Women’s Health Week inbox and phone calls, in collaboration with the 
engagement team 



 Proactively distribute Jean Hailes resources to stakeholders. This includes drafting 
invoices for bag and resources orders through shopify, and packing some orders in 
house.   

 Provide support for any Jean Hailes WHW events where required.  

Stakeholder engagement 
 Liaise with agreed stakeholders, providing updates on availability of existing or new 

resources, or Jean Hailes activities. 

General 
 Provide Women’s Health Week data as required  

 Other duties, consistent with above, as directed  

Relationships 
Direct Reports 

• Nil 
 
Internal Relationships 

• Marketing and Communications Team 
 
External Relationships 

•  Resource Distributor  

Selection criteria 

Education level 
 Formal qualifications are not required for this position but previous experience in an 

administrative or customer service position will be highly regarded.  

Experience 
 2 years+ relevant experience in customer service and/or administration 

Knowledge & Skills 
 Strong attention to detail. 

 Efficient organisational skills 

 Commitment to high level customer service 

 Impeccable attention to detail and quality 

 Well-developed computer literacy skills particularly word processing, spreadsheets, 
databases, outlook, TEAMS, and customer relationship management software. 

 Excellent data entry skills 

 Demonstrated ability to use software systems such as Shopify (eComms), Craft 
(CMS) and Insightly (CRM) 



 

Personal attributes 
 Commitment to inclusivity, problem-solving and Jean Hailes organizational values 

 Demonstrated ability to contribute to a positive and learning-focused work 
environment with initiative, fresh idea generation and a proactive approach 

 A high level of interpersonal skills, which enable the appointee to liaise effectively 
with a wide range of people at a variety of levels internal and external to Jean Hailes  

 Well-developed time management and prioritization skills including ability to manage 
multiple and competing demands 

 Demonstrated ability to participate positively in a team and uphold the values of the 
organisation.   

 Values collaboration, self-improvement, and growth. 

Workplace policies & practices 
All Jean Hailes employees and contractors are required to familiarise themselves with the 
organisation’s policies and procedures, and to always abide by them. 
It is expected that at all times employees and contractors will: 
 Be respectful towards the organisation, colleagues, consumers and stakeholders 
 Support the Jean Hailes vision and strategy and demonstrate the values of Jean Hailes 

CARES Collaboration, Authenticity, Respect, Excellence and Spirit.  
 
 
Employee Acknowledgement  

 
I have received a copy of this role description; I acknowledge and understand its 
contents. 
Employee Name: 
…………………………………….. 
Employee Signature: 
…………………………………….. 
Date: ………………………………  

Manager Name: 
……………………………………….  
Manager Signature: 
……………………………………….  
Date: ……………………………….. 
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