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Position:	Education Co-ordinator, APS6

Location:	Any Commission Office
Reporting to:	Assistant Director, Engagement and Education
Purpose of position:	As a member of the Engagement and Education Team coordinate, deliver and ensure the quality of education activities and services, including contributing to quality improvement and development of education products and services.

Key Accountabilities
· Education planning and monitoring: Contributes to education and engagement planning and reporting and the ongoing review of progress and priorities.
· Coordination and delivery: Contributes to coordination and facilitates delivery of the Aged Care Quality and Safety Commission’s program of education activities and services both in a face to face and virtual online training environment.
· Product development: Assists with the design and development of education products and services.
· Campaigns and events: Contributes to the design, development and facilitation of educational event/s and workshops. 
· Continuing Professional Development (CPD): supports the Director in planning and coordinating CPD events for Quality Assessors.
· Reporting: Collates, records and reports on education activities and outcomes (including compliance assistance activities), providing both qualitative and quantitative information so that the success of programs can be tracked and improvements identified. 
· Quality assurance and improvement: undertakes quality improvement activities, including review, evaluation and monitoring of education outcomes, identification of areas for improvement, and participation in sector improvement activities and projects as required.
· Positive working relationships with both internal and external stakeholders.
Key Relationships
Internal: 	Director, Engagement and Education, Assistant Director, Engagement and Education, Regional Director and management team
External: 	Aged Care Approved providers (residential and home care); Peak bodies (particularly LASA and ACSA), consumer advocacy bodies (OPAN, COTA, Dementia Australia)
Financial Accountabilities:	Nil
People Accountabilities:	Nil
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Essential Requirements 


· Demonstrated understanding of adult learning principles.
· Experience in the design, development and delivery of educational resources and/or training programs both in a face to face and virtual training environment.
· Strong engagement skills including the ability to develop productive working relationships with both internal and external stakeholders.
· Excellent written and verbal communication skills.
· Relevant qualification such Certificate IV in Training and Assessment.
· Driver’s licence.
· The job holder may be required to travel both interstate and intrastate.
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