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Position Description 

Reviewed: June 2019 

Position Title:  

EFT: 

Department: 

Location: 

Marketing Administrator 

1.0  

Business Development 

Parkville, Victoria 

Position reports to: 

Position supervises: 

Marketing Manager 

Nil 

Purpose of Position: 

To support the marketing team to deliver on marketing requests, campaigns and other marketing 

needs. 

Position Responsibilities 

Independent 

Responsibilities 

 Support the marketing team to manage marketing requests through the 

administration of marketing request inbox and project management tools 

 Manage logistical elements of marketing campaigns and projects including 

the coordination across departments such as consumer engagement, 

media and communications, and the project management office. 

 Work with the marketing team to deliver email marketing, event 

management and social media campaigns 

 Assist with the delivery of and documentation for marketing meetings 

 Assist in the management of the marketing budget through administrative 

support and tracking 

 Assist in the day to day running of the marketing team functions as needed 

 Engage and build good relations with a wide variety of internal stakeholders 

to facilitate delivery of marketing activity. 

Experience, Skills and Knowledge: 

1. Five or more years’ experience in a similar administration role* 

2. Excellent communication skills (written and verbal)* 

3. Experience using email marketing, social media, traffic management and event management tools 

and software is desired 

4. Excellent Microsoft excel and outlook experience* 

5. Positive and flexible working style* 

6. Superior organisational skills and attention to detail* 

7. Highly developed interpersonal skills and commitment to being in a team 
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8. Capacity to work with minimum supervision 

9. An empathy and concern for people with dementia and their carer/s 

* Key selection criteria 

Conditions of Employment: 

 A six month qualifying period applies to all new incumbents. 

 Salary packaging is available. 

Additional Requirements: 

The (prospective) employee will be required to: 

1. Maintain a current driver’s licence in the relevant state. 

2. Provide evidence of entitlement to work in Australia, the maintenance of such entitlement being 

critical to continuance in the role. 

3. Undertake a Police Check prior to being offered the position. 

4. Be flexible in work hours at times to meet the reasonable demands of this position. 

5. Be willing to undertake travel as may be required with the position. 

Signatures: 

The employee’s signature indicates: 

 that the employee has read, understood and accepted this Position Description. 

 that the employee is not aware of any condition (physical or psychological) which may 

negatively impact on his/her ability to carry out the duties as described. 

 

Employee: Manager: 

 

Name:  __________________________  Name:  __________________________ 

 

Sign:  __________________________  Sign:  __________________________ 

 

Date: __________________________  Date:   __________________________ 

 

 


