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POSITION DESCRIPTION

Position Title:


Information & Support Coordinator 
Location:


National Secretariat, Brisbane-based
Employment Status:

Full-time 
Reporting Relationships:
Information and Support Manager 
Date:





PURPOSE OF POSITION DESCRIPTION

The purpose of this position description is to document the work which is encompassed within this role. The key areas of responsibility and performance indicators are tied to the performance review and career development conversations. This document should be reviewed annually as changes in the organisation may result in the need to update the position description. 

SECTION 1

MISSION

Lung Foundation Australia’s vision is to ensure ‘better lung health and reduced impact of lung disease for all in Australia’ by: 
· Promoting lung health

· Promoting timely diagnosis of lung disease

· Supporting those with lung disease and their carers

· Promoting equitable access to evidence-based care

· Driving quality research and raising funds for medical and scientific research

· Influencing public policy, through advocacy across all levels of government.

VALUES

The Lung Foundation operates under the principles and respect for the law and system of government, respect for people, integrity, diligence and efficiency.

ENVIRONMENT

The Lung Foundation’s National Office includes approximately 20 professional staff, supported by a team of dedicated volunteers. 

SECTION 2

POSITION SUMMARY
The Information and Support Coordinator will be a team member of the Information and Support Centre. This centre aims to provide up to date information, education, support and referral for people impacted by all lung diseases.

The Information and Support Centre is responsible for:

1. Provision of information, support and referral to people impacted by lung disease via our  Information and Support phone and email service 

2. Coordination of the Better Living with Lung Disease Education Seminars that are held throughout Australia
3. General support for the Australian Chronic Lung Disease Support group network that are run independently of Lung Foundation 
4. Coordination of respiratory factsheet reviews to enable Lung Foundation to provide up to date evidence based hard copy and digital information for people with lung conditions.
The Information and Support Coordinator will be responsible for:
· Coordination and provision of information, support and referral on the Information and support line.  
· Coordination and promotion of Education Seminars for patients, carers and health professionals throughout Australia.

· Provision of updates and support for the Australian Lung Disease Support Group network.
KEY AREAS OF RESPONSIBILITY AND PERFORMANCE INDICATORS
The major areas of work, organised as key areas of responsibility and performance indicators, are outlined in this section.  
	Service 
	Key Areas of Responsibility
	Performance Outcomes

	Information and Support Line 
	Responding to patient/carer/health professional and general public phone & email enquires 
	· Provides general information and general support via free call service (this service does not provide medical advice or counselling 

· Manages email enquires 

· Sends disease specific information to patients/carers and health professionals 

· Refers callers to internal and external patient support groups, peer matching services, pulmonary rehabilitation programs, education webinars and seminars, Lung Cancer Support Nurse, and other community support organisations

· Supports the  review and development of Lung condition factsheets

	
	Data Collection and reporting 
	· Completes accurate recording of caller data in LFA Customer Relationship Management (CRM) system 

· Completes CRM reports as needed

· Completes general admin as needed

	
	Updating service Information 
	· Completes updates on service information as needed 

	Education Seminars 


	Coordination of Australia wide education seminars 
	· Organises a schedule of seminar dates and topics

· Creates seminar booking system 

· Organises venues and flyers

· Engages health professional speakers 

· Organises the promotion of each seminar 

· Creates seminar run sheet, booking list and other forms 

· Maintains a financial spreadsheet of seminar costs 
· Coordinates the running of seminar on the day 

· Completes seminar evaluations and finances 

	Australia Chronic Lung  Disease Support groups 
	Provision of updates and support for affiliated 

Group groups 


	· Writes and sends biannual support leaders updates 

· Liaises with media team to complete formatting of the updates 

· Maintains and completes a yearly review of the Support Group manual

· Provides assistance with establishing new support groups 

· Assists in the completion of the flyer template if needed 

· Reviews and updates  support groups listings annually


SECTION 3

REPORTING RELATIONSHIPS

This is one of several positions reporting to the Information and Support Manager.  

EXTERNAL RELATIONSHIPS
The Information and Support Centre maintains and further develops relationships that aid in the primary means of communicating with patients, carers, health professionals, patient support groups, pulmonary rehabilitation programs, and other relevant organisations who contact Lung Foundation Australia. 
SECTION 4 

PERFORMANCE APPRAISALS

Performance review and career development discussions take place quarterly with the Information and Support Manager. 
SECTION 5

REQUIRED ATTRIBUTES 

· Demonstrated experience in delivery of information and general support in a customer  service environment            

· Demonstrated experience in event planning 

· Demonstrated service coordination and administration 

· Demonstrated experience in stakeholder engagement 

· Excellent written and communication skills

· Demonstrated ability to think strategically and independently 

· Ability to prioritise key work and work in a fast pace environment 
· Health sector experience is not necessary, but would enhance the position.
SECTION 6
ACCEPTANCE OF POSITION DESCRIPTION

This position description is intended to describe the general nature of the duties performed. It is not intended to be a complete list of all responsibilities, duties and skills required of the position. Other appropriate duties may be assigned that are not listed in the position description.

My signature below indicates that I have reviewed, accepted, and received a copy of this position description. 

________________________________    

__________________________________

(Employee name)



Date

________________________________    

__________________________________

(Manager)



Date
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