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Job Description
	Position title:
	Communications Officer
	Agreement:
	Avondale Enterprise Agreement 

	Faculty/Department:
	Advancement
	Level:
	Level 5

	Date:
	 August 2026
	Hours:
	Full-time 38 Per week

	Campus:
	Lake Macquarie
	Position holder:
	


Like you, we believe values are important in shaping our identity and purpose. Avondale University is a higher education provider established by the Seventh-day Adventist Church in 1897. Our purpose, way and impact statements say a lot about who we are:
Our Purpose: 
To transform lives through Christ-centred Higher Education.
The Way:
We engage students in authentic, faith-based learning and discovery.
Our Impact:
Empowering graduates and staff to serve their world for good.

Avondale University Values:
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· Excellence

Avondale promotes excellence in the higher education it offers and in the academic, spiritual and support services it provides.

· Spirituality

Avondale respects the spiritual diversity of its community. It encourages the practice of the love, grace and compassion of Jesus; and provides opportunities for students and staff to develop a relationship with God through prayer, worship, fellowship, study of Scripture, Sabbath rest and service.

· Wellbeing

Avondale encourages personal and community wellbeing by fostering intellectual development, cultural enrichment, spiritual development, an active lifestyle and environmental sustainability. 

· Integrity

Avondale believes that integrity and accountability are foundational to Christian life and to a healthy community. Avondale pledges to nurture academic integrity and professional ethics in its students and staff and to act transparently in all of its dealings.
· Service

Avondale challenges its learning community to a more informed and responsive understanding of humanitarian needs and to a greater commitment to addressing the needs of those less fortunate and in want of care and support in Australia and overseas.

Position Purpose
The Communications Officer is responsible for developing, coordinating and maintaining high-quality communications and promotional content that reflects Avondale University’s brand, voice and strategic priorities. The role supports both internal and external communications, translating complex information into clear, engaging and inclusive content tailored to different audiences and stages of the student journey.

As part of the Advancement team and reporting to the Marketing Manager, the Communications Officer works collaboratively across the University to source, develop, review and deliver content across publications, newsletters, digital channels, campaigns and promotional materials. The role provides content governance and quality assurance, ensuring communications are accurate, consistent, timely and aligned with Avondale’s brand and communication standards.

The role also uses audience insights, engagement data and feedback to improve communications effectiveness and supports the ongoing maintenance and reporting of relevant databases and digital content.

Main Duties
· The development of newsletters, publications, pieces for external communications and promotional materials
· Assist website content updates and supporting digital marketing campaigns to align with Avondale’s brand guidelines and voice
· Assist database maintenance and reporting
· Coordinate content inputs, reviews and approvals within tight timeframes.

· Build effective relationships across the University to source and verify content.

· Use sector and media insights to inform timely and relevant communications.

· Translate complex information into clear and inclusive content tailored to different student cohorts and stages of the student journey. 

· Apply content governance, approval and quality assurance processes, and use engagement data and feedback to identify improvements. 
Other:
To carry out other duties or responsibilities as required within the incumbent’s knowledge, skill and ability.

Position Context

This position supports the branding and creative direction set by the Marketing Manager and takes autonomy and ownership of creative production.

Reporting Relationships

	This position reports to:
	Marketing Manager

	Positions reporting to this position: 
	Nil


Selection Criteria
Essential Criteria 
· A relevant degree in communications, journalism or a related discipline, or an equivalent combination of education, training and experience.

· An ability to understand and support equal opportunity principles.

· An understanding of and a willingness to support the mission, values and ethos of Avondale University, as a Seventh-day Adventist institution.
· Demonstrated experience developing, editing and proofreading effective written communications for diverse audiences across multiple channels. 
· Strong research and analytical skills, including the ability to synthesise complex information quickly and accurately.

· Excellent organisational and stakeholder engagement skills, supported by discretion, diplomacy and sound judgement.

Desirable Criteria 
· Experience working in higher education, vocational education or another regulated service environment. 

· Knowledge of digital accessibility, plain English and inclusive communication principles. 

· Experience using Microsoft 365, Asana, CRM Databases, Adobe Creative Cloud applications, particularly InDesign.

Key Performance Indicators 
· Ensures continuity and governance of Avondale’s voice aligning with the organisation’s values and strategic goals
· Maintain a high professional standard of ethics, confidentiality, security, conduct and appearance, including the support of peers, colleagues and Avondale values.

· Actively engage in WHS matters in order to maintain a healthy and safe work environment.
· Completes the performance appraisal process annually.

· Participates in organisational life by attending all staff meetings and functions as requested by your supervisor. 

· Fosters a cooperative environment within the marketing team and maintains cordial and positive interpersonal relationships with colleagues and other professionals.

· Assists the Marketing Manager with other duties as and when required. 

· Reflects the mission and values of the Avondale University. 
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