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POSITION DESCRIPTION 

Communications & Events Officer 

 

Primary purpose of the role 

Lead and manage the work to communicate the focus and outcomes of Medical Deans work, and 

manage the organisation and running of collaborative forums for our members: 

- Develop, manage and implement communication strategies and initiatives to support the 
organisations strategic goals and key projects 

- Develop and deliver strategies to foster valued networks amongst our members, including 
the establishment of a regular webinar series Development of communications materials, 
website and social media content 

- Development of communications materials, website and social media content 

- Liaison with members and university communications leads to co-develop and co-promote 
initiatives and outcomes 

- Organisation and management of Annual Conference, member meetings and events 

- Management of organisation’s website and social media platforms 

- Supporting key Medical Deans’ projects, including: 

o the Medical Schools Outcomes Database (MSOD) annual survey, development of the 
annual MSOD National Data Report, and communication of its key findings 

o annual medical school student statistics data collection, analysis and reporting 

o joint projects with the Australian Medical Council 

- Support for other projects and Medical Deans’ staff as directed by the CEO 

 

Specific projects that the Communications & Events Officer has accountability are: 

- In collaboration with the relevant Policy Officer, develop and implement sustainable 
initiatives to increase the value to members and member school staff of participating in 
communities of practice relevant to Medical Deans work, in particular the Medical Education 
Collaborative Committee (MECC) and the Medical Education Leads Australia New Zealand 
group (MELANZ). 

- In collaboration with the relevant Policy Officer, develop a sustainable and efficient system 
and process for Medical Deans to share and promote to relevant audiences successful 
and/or innovative initiatives or programs by our members that demonstrate our key policy 
positions. 
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Skills required 

In addition to relevant tertiary qualifications in communications, marketing, media, event 

management or a related area, you will also have: 

- Excellent written and verbal communication skills 

- Experience with website and social media content 

- Demonstrated abilities in developing engaging and information communications materials 

- End-to-end event management ability 

- Demonstrated project management skills and experience 

- Well-developed stakeholder management skills 

- Strong problem-solving skills, results-focus and attention to detail 

- Good issues management and negotiation skills 

- Highly developed MS Office skills 

- Well-organised with ability to self-motivate and work independently, as well as within a 
close team 

 

Reporting to the CEO, this is a full-time role based in George Street Sydney. 

To apply, please send your resume and short cover letter to admin@medicaldeans.org.au 

Closing date for applications is COB Friday 8 November 2019 

 

 

Background on the organisation 

Medical Deans Australia and New Zealand is the peak body representing professional entry-level 

medical education, training and research in Australia and New Zealand.  Our members are the 23 

medical schools across the two countries, whose focus is on planning for, developing and supporting 

the medical graduate medical workforce our communities need. 

Medical Deans works to ensure the quality, breadth and rigour of our medical teaching and training 

remains among the best in the world, and advocates for and contributes to effective policies to 

improve medical education and support excellence in research to improve the health of all people in 

Australia and New Zealand. 

Visit our website here 

mailto:admin@medicaldeans.org.au
https://medicaldeans.org.au/

