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EDUCATION UNIT
Job Desard ption
PROJECT OFINCER
CANCER PROGRAMS FOR SCHOOLS AND EDUCATIONAL PROFESSIONALS

This position is within the Education unit of the Anti-Cancer Council of Victoria (ACCV).
The Project Ofticer will bo employed within the arca of cancer programs for schools and

related health education protessionals,

The Project Officer will be part of a team involved in developing and producing cancer
education programs for schools, and the inservive of teachers and Health Education
professionals. The programs encompass the pre-school, primary, post-primary and tertiary
SUNTVRN

The Anu-Cancer Council employs non-smokers with a commitment to the objectives of the
organisation.

Accountability:

The Project Officer will report to the Schools Program Manager.
Responsibilities:

1. Resource Development.

Monitor requirements for, and co-ordinate development of, resource materials for
schools particularly in the Primary school area.

Assist in the evaluation and revision of existing teaching resources.

2. Professional Development.

Assist in the design and presentation of inservice programs for teachers to support
other ACCYV teaching resources.

Such programs will target
. teachers and parents in the primary and post-primary sectors.

staff and students in under-graduate and post-graduate health education
courses.

community based health professionals involved in school health education
programs.

3. Promotional activities.

Liaise with individuals and groups involved in the provision of ACCV-
related programs such as Community Health Centres, youth organisations
and service clubs to encourage the use of ACCV resources and the

implementation of appropriate policies in schools.

Assist with writing publicity articles and advertisements for inclusion in
appropriate school-oriented publications and regular program newsletters.



Skills and experience required

Mandatory:

B Excellent communication skills (oral and written).

. Excellent presentation skills in large and small groups
. Significant teaching experience, '

e o e o

Understanding of the Victorian education system, including primary, post-primary,
government and non-government sectors,

Fa:p}harlty w1th.current curriculum development initiatives (state and national).
Ability to work independently and with minimum supervision.

Ability to work as part of a team.,

Current full Victorian Drivers Licence.,

Desirable:

°

Ability to develop and maintain networks and liaise with a wide range of
organisations.

Ability to initiate projects and set up evaluation procedures.

Ability to manage project budgets.

Ability to use p.c. (Macintosh).

Flair and creativity.

Good networking skills.

Conditions

Tenure

This position is offered on an annual basis.

2JD.Proj.Oll.Sch/Ed.Prof./KN
25 June 1993



The
Tl

Responsibilities:

The SunSmart Promoti
promotional activities
campaign and its key communications.

The Promo
Communi

particular support
Duties:

1.

posiu'oq is within the Education
he Promoqons Officer will be part of a team res
comprehensive skin cancer cont

EDUCATION UNIT
Job Description
SUNSMART PROMOTIONS OFFICER

Unit of the Anti-Cancer Council of Victoria (ACCV).
ponsible for developing and delivering a

rol program within the Victorian community.

ons Officer is accountable for developing and implementing the
of the SunSmart campaign with the aim of increasing the profile of the

tions Officer will work with other members of the SunSmart team and the A.CC.V
blic relations strategy being implemented and will in

cations Unit to support the pu
regional media and community activity.

To develop and implement a promotional plan which includes:

- Campaign launch (October/November)
wareness Week activities (late November)

- National Skin Cancer A
SunSmart Week (3rd week of January) which will focus on swimming pools
es within existing summer events, eg., rock

funding promotional opportuniti
concerts, beach promotions

continuing and finding new promotional associations with the retail, sporting
and media sectors

In consultation with the ACCV Communications Unit and other SunSmart staff, edit
SunSmart Update newsletter.
In consultation with ACCV Communications Unit, research, write and place articles
and press releases in specialist magazines and newsletters.

To promote the program through local media by informing press, radio and television
of forthcoming events in their area, and generally to promote the SunSmart message/

campaign in regional Victoria.
support from community organisations

To respond to requests for promotional/media
and to encourage use of the SunSmart educational and promotional resources for local
educational activities. These include school resources, Sid Seagull suit, videos,

displays, literature.
ger, encourage SunSmart activity in areas of Victoria

At the direction of the Mana | '
where there is no recent history of involvement in the program.

To support SunSmart sponsorship of the Victorian Tennis Associati
Surf Lifesaving organisations and Swimming Victoria.

on, the Royal and



personal Qualities and Experience:

The Promotions Officer must hay "
t gl € good writin
ability to turn scientific data into non—technicalginafl:)(:l:;ﬁ)

The Promotions Officer must be a self-
organised and efficient.

al presentation skills, including the
on.

starter, able to work alone. He or she must be well-

He or she mu S .
—— Vicmrsitaberl?}? g 2211? tOf Initiating, encouraging and supporting promotional activities
whil 4 e of. o 1ty to impart 1.nformat10n and skills, and to communicate effectively
FUISISE ns thepem%hazrii ie:S&mlSal. éllgh energy levels and enthusiasm are essential pre-

C € SunSmart program i i i
yout skin as you do 5o, program is on having fun outdoors, but protecting

};he PromOUOns.Ofﬁcer must be prepared to work as part of a team committed to raising
wareness of skin cancer prevention and early detection in the community.

Other Requirements:
The Promotions Officer:

must be a non-smoker
must hold a current full Victorian driver's licence

Conditions:

Hours:

The Council staff officially work a 35 hour week. Field Officers will be required to

work some weekends and over the Christmas-New Year holiday period. Time-in-lieu
will be given on weekdays.

Travel:

The Promotions Officer will be based at the Anti-Cancer Council of Victoria's offices
in Carlton South, however, a considerable amount of work time may be spent

travelling within Victoria. A car will be provided for these trips, and accommodation
and expenses will be paid to a level agreed with the Manager.

Period of Employment:

This position is full time over a period of approximately 12 months from March 1993
to March 1994.

Key Relationships:

The Promotions Officer will report directly to the Manager, SunSmart and Schools Program.
S/he will work closely with the SunSmart team which includes the Community Programs
Officer, the Campaign and Sponsorship Officer, and the Administrative Secretary. Daily
contact will be required with the ACCV Communications Unit. Close contact will also be
‘maintained with the ACCV Resource Centre, and with CBRC staff (evaluation).

2JD.SunS.Prom.Off.
25 June 1993



Job Description
Community Programs Officer - SunSmart

Aim
The Communify Programs Officer is responsible for developing and

3 . . . . t a
implementin rograms to promote skin cancer prevention 1ssues a .
- el e i ty Programs Officer will

community level throughout Victoria. The Communi ; .
also assist with the promotion of SunSmart through nominated sporting and

arts/cultural projects.

Responsibilities

i To encourage community based initiatives in the area of skin cancer

prevention
a) Investigate and liaise with statewide networks and Reak organisations
which can be involved in furthering the program's aims.

b)  Maintain regular contact with key community based agencies by
promoting the availability and appropriateness of resources.

c) Respond to requests for support from community based organisations
and encourage the development, documentation and evaluation of

SunSmart initiatives at a local level.

d)  Assist community organisations to exploit local media and other

promotional opportunities.

Respond to calls and provide information and advice to industry on

e)
occupational health and safety issues in relation to sun exposure.
f) Develop and promote relevant resources for community based
organisations.
g)  Identify gaps in SunSmart service provision at a local level and assist
dinated local or regional skin cancer

with the development of co-or
control programs.

2. Co-ordinate and implement training opportunities. This is to be

targeted to:

a)  Community workers in the area of the SunSm
promotion generally.

art Campaign and health



b)

<)

@

Speakers arranged through the Cancer Information Service who
represent SunSmart in the community programs area.

General Practitioners in the area of detection and management of skin

cancer.

The promotion of SunSmart through nominated sporting and
arts/cultural projects

lan \ ' iati ictorian
Coordinate the Victorian Women's Cricket Association and the Victori
Diving Association sponsorship arrangemients.

, i luation.
Develop and implement a promotional plan and sponsorship eva

As a member of the SunSmart team, contribute to the achievement of
the overall goals

Assist with the development of the campaign strategy, particularly in the
community programs and sponsorships areas.

Contribute to the planning and implementation of the campaign's key
launches and promotional events.

Assist with the writing of the campaign evaluation by preparing the
Community Program report and contributing to the Sponsorships report

Personal Qualities and Experience

Ability to communicate effectively with a wide range of individuals and
organisations.

Ability to impart information and skills by a variety of means including
verbal, written, formal and information training; including public
speeches, interviews with the media, conducting a formal or informal

seminar, etc.

Ability to work as part of a team.

Ability to work in an efficient organised manner with minimal
supervision.

Energy, enthusiasm and a sense of humour.

-9-



Other Requirements

The Community Programs Officer must:

. hold a cutrent Victorian driver's licence
o be a non-smoker.
o be w

illing to travel long distances alone.

be willing to meet the demands of work in a campaign atmosphere.

Conditions

Tenure

As this position is funded on a

I ] 12-months basis by the Victorian Health
Promotion Foundation, emplo

yment is reviewed annually.
Travel

The Cc.npmur.\ity }’.rograms Officer will be based at the Anti-Cancer Council of
Victoria's offices in Carlton South, however some work time will be spent

travelling within Victoria. A program or hire car will be provided for these
trips, and accommodation and expenses will be paid to a level agreed with the
Manager.

Hours

ACCV staff officially work a 35 hour week. The Community Programs Officer
will need to work flexible hours, taking time in lieu to cover weekend work,
night meetings and/or travel.

Key Relationships

The Community Programs Officer will report directly to the Manager, Skin
Cancer Prevention Program. He or she will also work closely with other
SunSmart staff, particularly the Sponsorship and Campaign Officer. He or she
will also liaise regularly with the Schools Program , ACCV Resource Centre,
Cancer Information Service, Centre for Behavioural Research in Cancer and

Quit.
Salary

Salary will be based on ACCV salary scales.

10/12/1993



PAP TEST VICTORIA
PROJECT OFFICER - PROMOTIONS

JOB DESCRIPTION

of Pap Test Victoria, a statewide cervical cancer screening

This position is within the team

education program. This includes the Program Manager, the Project Officer- Promotions,
rs of the Advisory Committee. Pap Test Victoria involves
n with service providers, a media

the GP Cpordinator and membe
personalised letters of invitation, professional educatio
ram includes all the activities

program and the community program. This latter prog
d target groups. These activities are undertaken

undertaken at a local level o reach identifie
both indirectly through local agencies and directly through Pap Test Victoria staff.

s in the development and implementation of

The role of the Project Officer - Promotions i
g to the planning and implementation

the community based program as well as contributin
of the overall program. In particular, the Project Officer - Promotions co-ordinates the
promotonal activities. This includes the media campaign as well as specific community

based events.

Accountability
* Reports to the Program Manager, Breast and Cervical Cancer Education Programs.

Responsibilities
In conjunction with other members
overall program strategy.

of the team, to develop and implement the

1

In conjunction with other staff, to implement the community strategy in the

identified regions.
a. To identify and involve key community networks, agencies and service
providers in the planning and development of the community program.

To monitor the implementation of the community grant program

C. To support locally initiated activities through the provision of resource
materials, in-service programs and informal and formal communications,

d. To identify areas of minimal activity and to consider strategies that may be
implemented to meet these gaps.

To initiate and implement specific community activities.



To co-ordinate the development and implementation of the media program.

3.
a. To liaise with other ACCV staff and external consultants to develop and
implement the overall media strategy.
b. To develop specific promotions/media angles that will maximise the impact
of the media buy.
c. In conjunction with the media buyer, liaise with relevant media outlets.
d. To facilitate the development and sending of press releases
e. To develop and implement the ethnic media strategy
f. To monitor the extent and impact-of the media campaign.
g. To work within the defined budget and to monitor expenditure monthly.
4. To identify opportunities for local promotional activities such as shopping mall
displays, community fairs etc and to implement such activites as required.
A To co-ordinate and implement in-service programs as required.
6. To co-ordinate the 008 telephone service:
a. Updating resource information, listings, in-servicing ACCVstaff
b. Respond to 008 callers and other general enquires
o Monitoring telephone calls.
d Production of multilingual insert
e. In-servicing of relevant ethnic agencies who may take calls from NESB
women. '
8. To explore opportunities to work with other agencies such as BreastScreen
9 To participate in other Pap Test Victoria program areas as required.
10.  To participate in other Education Unit activites as required.
11.  To assist in the program evaluation and the writing of the final report.
Key Relationships

The project officer will co-operate closely with all members of the Pap Test Victoria
program and with other members of the breast and cervical education program team. Asa
member of the Education Unit, the project officer will also work with other members of the

Unit.

February 1994



PAP TEST VICTORIA
PROJECT OFFICER - COMMUNITY PROGRAMS

JOB DESCRIPTION

This position is within the team of Pap Test Victoria, a statewide cervical cancer screening
education program. This includes the Program Manager, the Project Officer - Promotions,
the GP Coordinator and members of the Advisory Committee. The program involves
personalised letters of invitation, professional education with service providers, a media

program and the community program. This latter program includes all the activities
undertaken at a local level to reach identified target groups. These activities are undertaken

both indirectly through local agencies and directly through Pap Test Victoria staff.
The key role of the Project Officer - Community Programs is the overall management of
Pap Test Victoria's community program as well as responsibility for specific elements of

the community program and professional education. In addition this Project Officer assists
in the management of the whole program including budget and reporting to funding bodies.

Accountability
* Reports to the Program Manager , Breast and Cervical Cancer Education Programs.

Responsibilities
In conjunction with other members of the team, to develop and implement the

1.
overall program strategy.
To be responsible for the overall implementation and evaluation of the community

2.
program.
To identify and involve key community networks, agencies and service

providers in the planning and development of the community program.

a.

b. To manage the community grant program including its promotion, the
approval and processing of grants, monitoring their implementation and
evaluation.

& To support locally initiated activities through the provision of resource
materials, in-service programs and informal and formal communications.

To identify areas of minimal activity and to consider strategies that may be

d.
implemented to meet these gaps.

To initiate and implement specific community activities.
To explore opportunities to work with other agencies. such as BreastScreen



g. To monitor the community program budget

h.

To have key ACCV responsibility for the trainin
and the provision of ongoing support for nurse b

To promote the training program and assess candidates' ability to meet the

To update community resources as appropriate.
g of nurses as Pap test providers
ased services.

a.
set criteria.

To participate in the training program for nurses.

b.

& To liaise with Family Planning Victoria in the developement of education
programs. 2

d. To provide ongoing support to trained nurses both formally and informally.

To evaluate the impact of nurses as service providers and to identify issues
for future consideration.

¢ To represent the ACCV on relevant committees.

In conjunction with the Program Manager, to assist in the overall administrative and
financial management and evaluation of Pap Test Victoria. |

To assist in the monthly monitoring of the budget.

a.

b. To service the advisory committee

C. To identify any problems with the day-to-day management of the program
and resolve these difficulties wherever possible.

d. To assist in both internal and external reporting mechanisms

e To promote the program through formal and informal mechanisms

f. To contribute to the overall evaluation and writing of the final report.

To employ, train and co-ordinate sessional staff as required.
To participate in other Pap Test Victoria program areas as required.

To respond to letter recipients and others seeking further information about the

program.
To participate in other Education Unit activities as required.

To represent the ACCV on identified internal and external committees.

To keep up-to-date with related current research and literature.



Key Relationships

The project officer will co-operate closely with all members of the Pap Test Victori
program and with other members of the breast and cervical educatior?%ro?ran:cteoa'x Asa
member of the Education Unit, the project officer will also work with other members of the

Unit.
Skills and Experience

1. Ability to work efficiently with minimum supervision.

Ability to communicate well with people at all levels.

Ability to present information and ideas in verbal, written and visual form.

-

Ability to work as part of a team

2
3
4
5. Very good problem solving skills

6. An understanding of public health issues and health education processes.

7. Experience in community health, health promotion and health education processes.

February 1994



JOB DESCRIPTION

ENQUIRIES OFFICER
CANCER INFORMATION SERVICE

TS 2osifon & witin the Angs-Cancer Coundils Cancer Information Service. It involves
DRJVYInG infarmaton raxerding cancsr and cancer prevention to members of the public,
DOESSLRA haalt woners, Schools, workplacss and to staff within the Coundil.
Nmﬂmomsrw&mdmwwxmmwmmm and will abide
gmc\wxsmmdmcmwmmmmbymemofmem&
SENSST Counsil of Victotia. The Ans-Cancer Coundll of Victoria has a non-smoking policy
BN Nl BTOLYS NOR-SMokSTS.
Sxperisnce snd Skills Required

good general education, recent business experience which

The Enguiniss O cer will have 2
‘:amns»rfda:aesﬂysl&a:dakrnﬁe@eofofﬁcepmoedure&

Moiudss
s mormation
Oficer must have 2 pleasant telephone manner and excellent inter-personal skills.

S given 10 the public by telephone, mail or personal visit, the Enquiries

nitial three month trial period during which the

Therg will be an i
Enguiries Officer will be closely supervised and trained.

Dwrfies

-

[

Tn?xandbeganaaetuiiesdnlmiuﬂ\gﬁmed:outprevenﬁon
smk_i:g.&n&nat.smoolsptogrammﬂ\esemaybeby

programs e.g.
#3igphone, mail or in person.

TndMAOCVauwmﬁthbmquestsandorders.
. Project Managers and Administrative

in conjunction with the Publications Officer
Ofiicer, 10 monitor stock and distribution of Education Unit publications.
2 To organise a regular stocktake

hTomACCVnmidsasmy

. To order non-ACCV stock as necessary
d.Tonni&racudsheetsmdocderbmisasmired.
Tomaamyofmmmmmmprwideiteraiureforme
Enquiries desk and publications stands within the building.
Touaﬂmgohgstaﬁmeeﬁigsmdta'iugsessbnsmdhebwahmudstaﬁam
lswhemmdatedmhbmnaﬁonmdmydaneshprobcolwﬁhinms.

To keep records of enquiries, enter them on the computerized database and
report on these o the Manager, Cancer Information Service.

She will be required to possess computer data entry skills and become familiar
with the Cancer Information Service computerized data base in order 10 make
appropriate referrals to community resources.



8 To develop an area of expertise in relation to specific skills

i sts which may include:- . .
ane IntE"traeking responsibility for a specific section of the resource data base;

*co-ordinating the Outside Speaqus Bureau '
'r%oaintainingzamering information in the resource files and database

9. To perform other duties as required.

-
Hour Monday-Friday 8:30am-4:30pm (35 hours per week)

Salary:
Range $22,506 - $22,868 per annum
Key Relationships

To work as part of the Cancer Information Service team which includes other Enquiries
Officers and Support Workers.

To co-operate and work closely with other departments within the Anti-Cancer Counqil of
Victoria including Reception, the Resource Centre, Education Unit, Publications Officer,
Social Service Policy Unit, Centre for Behavioural Research and the Librarian.

Responsibility
The Enquiries Officer is directly responsible to the Manager, Cancer Information Service.
Send Resume to: The Manager, Cancer Information Service
Anti-Cancer Council of Victoria
1 Rathdowne Street
Carlton South 3053

Closing Date for Applications: 15 April 1993

DA/CI1S/4.4.93.



EDUCATION UNIY

Job Deseription
PAP TEST VICTORIA - GF LIAISON/EDUCATOR

ek ) # o reach unscreened
y ming Lo reae I
— FeCnlng prograem g 1 e ith rewional
g ' a statowilde corvicnl s ; cmented on i health region,
e \'f {‘i,.:'l.\\\ 'mwu in Victordan, The progowm s bmple ;Il.l.:l{'l"”" ’l'w’u rrfesl P tis 1hic
e u!‘ o :u wrlod, we ane cnrrvmlly commencing t u,’ ;,, B ot e il b
: ol | ' 1149 o () vanl
?}N\ ;‘\‘” "\‘l“::“‘f‘\“;'ll\' Region (R), the Gippsland Reglon (5) unc 'l. rget avdience;, firstly
e oy st o Cprimartly utilised to rench our target ey
bk stralopion oee prinvurtly . ied 50-09 years, secondly loca
penonal deters of invitation are sent to all women aged

Regwon (4). J i il
: “women for whom the

wmmunny acavites are developed to reach particular groups of

. & d 4,

, ; . - N some way,
Ketter of invitation is inappropriate or inaceessible in some way

Aim of GP liaison/educator
H H H e H L4 v agn 1 'ar
as the key service provider in cervical screening. In Ye

"he General Practitioner is seen ro : : i
g‘&;(::gf‘kpl(;;,llT::v(,“f,'wnriu. the role of the QP lmm(zn/cducz}mr 1.«% Lo ?tlrhc,lr;g\:/i:)crﬁ ;t;llx;
communicatuon and educational intervention with GPs. The major focus o [

be GPs in the South East Metropolitan Region.

s and their effectiveness will be reviewed ranging from the usc
of minimal interventions such as written communication through to GP meetings and_oné,:
lo-one interventions with individual GPs o practices. A strategy for Region Eight will be
developed which will further trial the impact of selected interventions.

A range of GP intervention
of mi

Accountability
Reports to the Program Manager, Pap Test Victoria,

Key Relationships

L.
2. Works closely with the staff of Pa A
i Il as with other Education Unit staff eg Resource

Works closely with a small GP Reference Group to be established.

Liaises with the Victorian Cervical Cytology Registry.

veness of GP educational Strategies within the cervical

1. To review the effecti
$ within other educationa] programs,

screening area as wel] g

2. To consult with Gps about possible interventions,



To develop additional low cost resources to support GPs in their practice, if

N

\\\
appropriate.

4 To develop and implement a planned approach to GPs in Region Eight which will

‘ tial difterent strategies. This will include direct liaison/education with individual

GPs and/or practices.

5 To advise and assist with the development of GP strategies within the rural regions,
where necessary.

6. To evaluate the impact of the GP intervention.

7. In conjunction with the Program Manager, to manage the project budget.

8. To assist with other Pap Test Victoria strategies or other ACCV education
programs as negotiated with the Program Manager.

Conditions

Tenure
In the first instance, the position is offered for 5 months. Funding for a further period (up

to S months) will be sought.

Hours
A minimum of five sessions a week with the possibility of an additional 2 sessions.
(A session is equivalent to 3.5 hours making a total of between 17.5 - 24.5 hours per week).

The actual hours will be negotiated with the successful candidate. Some flexibility in
hours may be required to cover any evening work, travel etc - it is envisaged that such work

would be a small component of the project.

Travel

This position will be based at the Anti-Cancer Council of Victoria's offices in Carlton but
will require travel predominantly within metropolitan Victoria. Such travel may be
undertaken by utilising a Council car, Cabcharge or reimbursement of own car expenses. If
necessary, other arrangements will be made for any country travel.

Job Share
possibility of a Job Share to suitable applicants.

Consideration would be given to the
Please indicate your interest in this within your application.

Other

The Anti-Cancer Council employs non-smokers.



Qualifications/Skills Required

L. Registered medical practitioner in Victoria
2. Recent experience as a General Practitioner within general practice essential;
experience within community based agencies desirable.
3. Demonstrated experience in women's health, community health, public health
and/or health promotion.
4. Excellent communication skills.
5. Experience in the development and/or implementation of educational programs.
6. Good writing skills.
7 Flexibility.
2JD.GP liais.ed,

1 July 1993



AUS'%‘RAUAN CANCER SOCIETY MEMBER

Anti-Can cer Council

of Victoria
Director: Dr Nigel Gray

AM. MB BS, Hon LLD (Mclb)
0 LD (Monash), FRACP, FRACMA

JOB DESCRIPTION

Pap Test Victoria - GP Liaison/Educator

Background

ctoria i i i i imi h unscreened
Pap Test Victoria is a statewide cervical screening program aiming to reac :
ancf underscreened women in Victoria. The program is implemented on a hefalth r\(}glonal
basis over a three year period; we are currently commencing the planning o ourd tc;,lar
Three program in the North East Metropolitan Region, the Grampians Region and the
Loddon Mallee Region.
primarily utilised to reach our target audience; firstly personal letters of
to all women aged 50-69 years; secondly a broader community program.

a program and specific local activities to

rogram will involve both a medi
: community and particular groups of women for whom the letter of

ate or inaccessible in some way.

Two strategies are
invitation are sent
This community p
reach both the general

invitation is inappropri

Underpinning this program is a strategy to work with General Practitioners.

Aim of GP liaison/educator

In Year Three of Pap Test Victoria Wwe want to build on our experiences in Year Two and
develop a planned approach to GPs i the regions. In particular we want to look at
activities which will link in with RACGP programs and gain credit points as appropriate.
Such activities include the development of a cervical screening audit and education

package.
While the GP Liaison/Educator will play the key co-ordinating role, there may be a need to

employ-other-sessional GPs-at times of peak activity.
This position has become available as the previous incumbent unexpectedly had to leave.

Accountability
Reports to the Program Manager, Pap Test Victoria.

Leading the fight

I Rathdowne Street Carlton South, Australia 3053. Telephone: 61 (03) 279 117 1 Facsimile: 61 (03} 279 1270



' am,
ical Education te
Cervica
1 e Breast and
L ion Unit within the Bre
ato
>r of the Educa
1. Is a member

: d
oject officer an
is includes the pr e o
a. This inclu ] i
tari b e Wc;tlorlgiioz Unit staff e.g R tre
| 5 ith other Educ:
i wﬂh‘t‘ho \ cll as with o
2. Works close il .
ial support § . | o
- the Victorian Cervical Cytology
iai ith the
3. Liaises wij

Duties

ger.
Condiﬁons
Tenyre. In the g, t Ce, thig 1 Positiop jg Offereq ommepce late]y untj]
the end of 19 ding fo, furthe Tod (up ¢, 5 Monthg) ;¢ be ught,
Fundmg IS avajlapja for ap fage of 19 5 urs per eek. Wever it js
Cnvisagey th 0 €quireq ary €pend eeds feren; Stageg of
the Project, 4, Crage m; Imyp thig 1tion uld PProx; ate] 12-1¢ hoyrg a
week j e three 1 Ssiong 5 (: Session pe Ulvajep; to 3 Ours)
10 engyra the bi] f rogra
The 4 al hoyyg e Negotiateq € Succegg Cangj o ility ;
me ﬂex:blhty In
Ourg May 4, be r Ired to Cover en
Work woy4 be a sma Ponent ¢ th ccs Ok, Tavel eie s en 8¢d thy; Such




Remuneration:

This position will be paid on a casual basis, the rate being $40.00 per
. €r hour.

This salary scale has taken i . )
N €n 1nto consideration the medical practitioners award '
own salary scales and the program budget wads e RLCYS

Travel: This position wi .
S bt wnll I‘equi:;ﬂtlr be })ased at the Anti-Cancer Council of Victoria's offices i
B andoriakon by g oy YA mevopota Vit Sych
exDEenses. , Cabcharge or reimb

penses. If necessary, other arrangements will be ma%le for any cl(l)rlffxg; I:;a?/fta?.wn .

Job Share: Consideration would be gi
n vidl given to the possibili .
applicants. Please indicate your interest in this v})ithsjsnl yoflyr gggﬂffﬁiﬁfm to suitable

Other: The Anti-Cancer Council employs non-smokers.

Qualifications/Skills Required

1. Registered medical practitioner in Victoria

2. Recent experience as a General Practitioner within general practice essential; experience
within community based agencies desirable.

3. Demonstrated experience and qualifications in women's health, community health, public
health and/or health promotion.

4. Excellent communication skills.

5. Experience in the development and/or implementation of educational programs.

6. Good writing skills.
7. Flexibility.



JOB DESCRIPTIEON
PROJECT OFFICER — MARGARFET KFARNEY
CANCER PROGRAMVE FOR SCHOOLS AND EDUCATION AL PROFESSIONALS
(ACCV).
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Responsibilities:
1. Promotional activiies.

- Eaise with individuals and groups imvolved in provision of ACCV-relzsed
progrzns w encourage use of ACCV resonrces.

- Eaise with school ity groups concerned with the implementation of
cancer education programs and pohicies, i :
mndoﬂam;ukbmﬁumdsvmo.

whool—onancdplﬂizm )

-

mmmmmmm«iwm
resources.
Prepare regular Schools Program meeting agenda.

3.

4.



e Assist in the development and delivery of other specific programs or projects as
negotiated with the Manager.

Tenure: 2 days a week until October 31, 1992 and three days a week thereafter until
June 30, 1993.

9gfSchools Prog Admin - Pos desc MK
9-9-92



The Project Officer is one of two posilions
program.
the Advisory committee. )
community groups and agencies, servic
working relationship will be maintained
The program utilises two major strategies; firstly,

EDUCATION UNIT

Job Description

Project Officer - Cervical Screening Program for Older Women

s within the team for the cervical screening
CCV Education Unit staff and members of
ill include representatives from

Other team members include A
A close

The Advisory Committee w | I
e providers and professional bodies. :

with the Victorian Cervical Cytology Registry.
an individualised approach to women
fically targeted community based

. - . e, O dly, speci .
through a personal letter of invitation; secondly, sp The Project Officer(s) will be

activities for identified sub-groups of women. !
responsible for the development and implementation of the community based program.

Duties

Planning and administration

1.

In conjunction with other members of the team, to develop the overall strategy
for the community based program.

To develop educational resources to support the community activities.

To direct the activities of temporary/casual staff.

To assist in the management of the overall program and its budget.

Community program

1.

To implement the community strategy on a regional basis for the duration of the

three year program.

To identify and involve key community networks, agencies and service
providers in the planning and development of any community program.

To identify priority areas in each region and undertake intensive work within
these areas in collaboration with key workers. Experience gained in these

priority areas can then be incorporated into future regions.

To actively encourage other local communities/workers to develop locally
initiated activities that meet the specific objectives of the community project.

To support such locally initiated activities through the provision of financial
assistance through the community grants program, resource materials, ins-

service programs, etc.

ge community workers' skill development and knowledge
» training sessions and where appropriate,

as part of a practical training process.

To actively encoura
base through the provision of seminars

through involvement in their activities
To undertake ongoing evaluation of the community activities in order to modify
future projects.
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o make recommendations for funding to the program tcam.

i To respond to letter recipients and others seeking further information about the
program, cervical cancer sereening and related hcalth issucs.

sure the smooth running of the

") ~ . .

2. To perform other dutes as required to en
program.

Conditions

. Tenure. This position is a three year position funded by the Victorian Health

Promotion foundation.

ACCYV staff officially work a 35 hour week. The Project Officer(s)

. Hours.
may need to work flexible hours, taking time in lieu to cover any weekend W ork,
Such arrangements must be approved 1n

nicht meetings and/or travel tme.

-~

advance by the Program Manager.

The Project Officer will be based at the Anti-Cancer Council of

Victoria's offices 1n Carlton South. However considerable tme may be spent
within the community. Metropolitan travel may be undertaken by utilising a
Council car, Cabcharge ot reimbursement of own cat expenses. A Council or
hire car will be used for rural travel. Accommodation and other expenses will

be paid to a level agreed by the Program Manager.

. Travel.

. Qther. The Anti-Cancer Council employs non-smokKers.

Key Relationships

The Project Officer(s) will report t0 the Program Manager for the ACCV's Women's

Cancer Programs. The Project Officer(s) will also work closely with members of the

Advisory Committee, other members of the Education Unit and staff of the Centre for

Behavioural Research in Cancer.

2JD Cx Screen Prog JM/NT
25 June 1993



EDUCATION UNI'T
Job Description

COMMUNITY PROGRAMS OFFICER - SUNSMART

AlM

The Community Program Officer is responsible for developing and implementing a strategy to

promote skin cancer prevention issues at a community level in both regional and metropolitan

Victoria.

RESPONSIBILITIES

L. To encourage community based initiatives in the area of skin cancer prevention by:

a) investigating and liaising with statewide networks and peak organisations which
can be involved in furthering the program's aims.

b) identifying and strengthening links between community organisations and other
health agencies.

9] actively encouraging community workers' skill development in health promotion
through the provision of seminars, training sessions and through involvement in
their actual programs as part of a practical training process.

quests for support from local community organisations, and

d) responding to re
assisting these organisations in the development, documentation and evaluation

of local initiatives.

encouraging the development of coordinated local or regional skin cancer

e) control programs which include long-term plans and goals.

f) initiating activity where there has been no history of involvement.

g) promoting the availability and appropriateness of resources.

h) assisting community organisations to exploit local media and other promotional

possibilities.

As a member of the SunSmart team, to contribute to the achievement of the overall goals

by:

a) developing and evaluating SunSmart community activities and initiatives.

b) assisting in the development, production and distribution of resources.

c) supporting and assisting the activities of the Schools and Sponsorships
programs throughout Victoria.

d) working within the overall PR strategy to actively seek publicity for the
SunSmart campaign.

e) contributing to the campaign strategy.

S A AN I e L
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responding to callers wanting information about skin cancer.

f)

g)

Personal Qualities and Experience:
Ability to communicate effectively with a wide range of individuals and

performing other team duties as required.

organisations.

. Ability to impart information and skills by a variety of means including verbal,
written, formal and information training; including public speeches, interviews

with the media, conducting a formal or informal seminar etc.

Ability to work as part of a team.
Ability to work in an efficient organised manner with minimal supervision.

Energy, enthusiasm and a sense of humour.

Other Requirements:
The Community Programs Officer must:

hold a current Victorian driver's licence.

L ]
o be a non-smoker.

be willing to travel long distances alone.
be willing to meet the demands of work in a campaign atmosphere at times.

Conditions:

Tenure:
As this position is funded on a 12-months basis by the Victorian Health
Promotion Foundation, employment is reviewed annually.

Travel:

The Community Programs Officer will be based at the Anti-Cancer Council of
Victoria's offices in Carlton South, however a considerable amount of work time
will be spent travelling within Victoria. A program or hire car will be provided
for these trips, and accommodation and expenses will be paid to a level agreed

with the Manager.

Hours:
ACCYV staff officially work a 35 hour week. The Community Programs Officer
will need to work flexible hours, taking time in lieu to cover weekend work, night

meetings and/or travel.

Key Relationships:

The Community Programs Officer will report directly to the Manager, Skin Cancer
Program. He or she will also work closely with other SunSmart staff; with the ACCV

Resource Centre staff, and with CBRC staff (evaluation). He or she will liaise closely
with relevant Quit staff.



Sglﬂry:
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Breast and Cervical Cancer Education Program
Project Officer

Job Description

This Project Officer position is a training position within the women's cancer p_rogram team
and holds specific responsibility (o assist with the dcvclopmc'nl and co-ordination of '
projects for migrant communities. Although the primary project focus 1s on the prevention
and early detection of cancer for women, the project does offer information to the general
community.

A major direction for the program over the n
appropriate strategies to meet the s

EXL two years is the development of
Speaking patients and thejr familie

upport and information needs of the non-English
S.
The Project Officer will also

assist in the development and implementation of other ACCV
projects such as Pap Test Vic

foria and Mammacheck.

Duties

Under the direction and with the assistance of the Program Co-ordinator:
1. To co-ordinate the day-to-day Mmanagement of the panel of bilingual facilitators.

3. To develop and im

7. To explore opportunities to develop other specific activities within particular
communities,
8. To maintain records and other administrative procedures to support the program.
9. To act as a community facilitator for ACCV education programs.
10. " To advise and assist with future program development.
11.

To participate in program evaluation.



and skills.
0 incr wn knowledge an
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13.  Inconjun

14 To undertake other tasks as directed.

Key Relationships

5 _ordinator. S/he will work
ire rogram Co-ordinator. '
g S o th cl:)ewgical cancer education team as well as

The Project Officer will rep ’ Il as
ey ACCYV units, Quit and outside organisations.

closely with other members of the brt??t atl}?er
other members of Education Unit Staff, 0

Conditions
28 hours a week. Salary: $25,570 - 27, 076 pro rata.

: i isational
This position is currently funded until June 1993. However, there 1shqrga(§lslistzit(t)n el o
commitment to the position for a further two years and funding for this p
incorporated into the developing three year plan.

Some after hours work and travel may be necessary. A current Victorian driver's licence is
essential.

Conditions of employment are those applying to all Anti-Cancer Council employees which
include four weeks annual leave (pro rata) with 17.5% loading, to be taken at a mutually
convenient time. Currently ACCV are negotiating with the Public Services ‘Umon to
introduce a Federal award. Once completed this award will apply to Council staff.

Skills
1. Good verbal and written communication skills.
2. Understanding of issues that affect non English speaking communities with
particular emphasis on women and health.
5, Ability to identify problems, develop possible solutions and to seek direction as
appropriate.
4.

Ability to speak one of the major community languages is highly desirable.
5. Good organisational skills.
6. Flexibility.

2JD.n.e Br/cx.Proj.0ff ME
25 June 1993



EDUCATION UNIT
JOB DESCRIPTION
ADMINISTRATIVE ASSISTANT - SCHOOLS PROGRAM

The Education Unit is responsible
ntion and early detection of cancer

This position is within the
ing the ACCV's programs on preve ;
' i i onds to requests for information

for developing and deliver

Accountability:
To the Director of Education.

Responsibilities
ponsible for administrative tasks arising from Education
S Program. The administrative assistant will work within

administrative assistant will be res
d operate as a member of the Schools Program team.

The
Unit programs, in particular the School
the secretariat of the Education Unit an

Supervision:

Unit Head via Administrative Secretary - for Education Unit duties.

Program Manager, Schools Program - for specific program-related duties.

Duties

Handle mail and telephone enquiries about

- Schools Program
- other Education Unit programs

from the public and health organizations.

Help maintain a system of central files.

Provide assistance to those programs and activities nominated b
Schools Program . These programs to include:

Health Education Action Troupe (HEAT)

y the Manager,

a.

I attend and record regular HEAT meetings
respond to phone enquiries about training days.
process applications, cheques, receipts etc.

iii.
' maintenance of training day resources.
setting up the room for training days, providing equipment etc.

including courses run, training day records,

V.

VL maintaining program records
updating facilitator listing.

b. Schools Program Database

1. establish and maintain a database to record the contact Schools
Program staff has with schools and the broader community
establish and maintain database to record information about

1.
Victorian schools
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i dewwhop and implement proposal for libraries resource file

Adviee and assist Schwonls Program stalf in their computer skills,  This will

e tamabanty with all aspects of nominated software currently in use.

Quabtios and Experience

TN admanosative asastant will:
skills (AppleMac preferred) and be able to explain

-

have excellent com
compuier program functions in simple terms to other staff members.

he able to work in a eam.
have the ability o prioritise demands.

be conscientious, reliable and able to keep calm in a busy,
emvironment.

be well organised and efficient.
have a mawre, positive telephone manner with the ability to deal sensitively with

complex enquiries.
have an energetic and enthusiastic approach to work.

demanding

The Anti-Cancer Council of Victoria employs non-smokers

2D Adene Ass Schools/FR
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ey Anti-Cancer Council
of Victoria

AM. MB 8BS, Hon LID (Melb)
Hon LD (Monash), FRACP, FRACMA
1 Rathdowne Street
Carlton South Australia 3053

Telephone: 61 (03) 279 1111
Facsimile: 61 (03) 279 1270

JOB DESCRIPTION

ENQUIRIES OFFICER
CANCER INFORMATION SERVICE

This position is within the Anti-Cancer Council's Cancer Information Service. It involv_es
iding information regarding cancer ang cancer prevention to members of t_he public,
nd to staff within the Council.

prov
professional health workers, schools, workplaces a

will be part of the Cancer Information Service team and will ab_ide
by the Code of Ethics of the Cancer Information Service and by the policies of the Ant|~_
Cancer Council of Victoria. The Anti-Cancer Council of Victoria has a non-smoking policy

and only employs non-smokers.

Experience and Skills Required

The Enquiries Officer will have a good general education, recent business experience which

includes Computer/data entry skills and a knowledge of office procedures.

As information is given to the public by telephone, mail or personal visit, the Enquiries

Officer must have g pleasant telephone manner and excellent inter-personal skills.
uring which the

an initial three month trial period d
er will be closely Supervised and trained.

The Enquiries Officer

There will be
Enquiries Offic

Duties
To handle general enquiries about cancer including those about prevention
programs e.g. smoking, SunSmart, Schools Program etc. These may be by

telephone, mail or in person.

2,
J 3 In conjunction with the Publications Officer Project Managers and Administrative
| Officer, to monitor stock and distribution of Education Unit publications.
a. To organise a regular stocktake
b. To re-order ACCV materials as necessary
c. To order non-ACCV stock as necessary
d. To update record sheets and order forms as required.
1
AUSTRALAN
CANCER SOC)TY
MEMBER

Leading the fight



To maintain a supply of current stude ack
| a ‘ o iy o
4 Enquiries desk and publicationg standstveithinst?m:dbﬁirlod\'”de Tersilia fox the
ing.

8. To develop an area of expertise in relati i i
( elati
and mteres}s which may include:- °on 1o specific skils
taking responsibility for a specific section of the resource data base;

:oo-prdi_ngting the Outside Speakers Bureau
maintaining/entering information in the resource files and database

9. To perform other duties as required.

Hours:
Monday-Friday 8:30am-4:30pm (35 hours per week)

Salary:
Range $25,619-26,528 per annum

Key Relationships
To work as part of the Cancer Information Service team which includes other Enquiries

Officers and Support Workers.

To co-operate and work closely with other departments within the Anti-Cancer Council of
Victoria including Reception, the Resource Centre, Education Unit, Publications Officer,

Social Service Policy Unit, Centre for Behavioural Research and the Librarian.
Responsibility
The Enquiries Officer is directly responsible to the Manager, Cancer Information Service.

Send Resume to: The Manager, Cancer Information Service
Anti-Cancer Council of Victoria

1 Rathdowne Street
Carlton South 3053

Closing Date for Applications: 15 April 1993

DA/CIS/6.4.93.



JOB DESCRIPTION
Resource Assistant - Resource Centre

i ition i i iti ithi Centre.
The Resource Assistant Position is a part-time position within the Resource
The job has been created to carry out the work of the Resource Officer - Despatch or
Resource Officer - Audio-Visual in their absence.
Accountability:

Manager, Skin Cancer Program.

Responsibilities:

1. Regular Tasks:

Hi.  assist with maintaining supply of Mammacheck and Fresh Start
resources when necessary.

iv.  provide audio-visual back-up for ACCV staff when required.

V. in conjunction with the Resource Officers, assist with the daily running
of the Resource Centre, including personal enquiries, ACCV staff
enquiries, Processing orders for vi etc.

2, Relieves for either Despatch Officer or Audio-Visual Officer to cover holidays

or extended sick leave.

3. Iﬁk.c.s_mmm for day to day activities in Resource Centre during the
absence of both officers.

Key Relaﬁonships:

2Jd-res.cen:es.assist.



AN

Anti-Cancer Council

of Victoria

1 Rathdowne Street
Carlton South Australia 3053

Telephone: 61 (03) 279 1111
Facsimile: 61 (03) 279 1270

Director: Dr Nigel Gray
bib)

AM. MB BS, Hon LLD (Me .

Hon UD (Mg)nosh) FRACP, FRACMA

JOB DESCRIPTION
PART-TIME SUPPORT WORKER
April 21, 1993 - April 21, 1994

The position is a one-year part-time position within the Cancer Information Servicg.
involves providing information regarding cancer to persons affected by cancer, thelf
friends and families, professional health workers, and members of the general public who

require more in-depth information about cancer.

The Support Worker will be part of the Cancer Information Service team and will gl?ide by
the philosophy and Code of Ethics of the Cancer Information Service and by the policies of
the Anti-Cancer Council. The Anti-Cancer Council of Victoria has a non-smoking policy

It

and only employs non-smokers.

Experience and Skills Required

The support worker will be a Registered Nurse, with oncology nursing qualifications and
current experience in an oncology unit. S/he will possess a high level of knowledge of
cancer and its related treatment and management. S/he will participate in on-going

education related to oncology and associated skills.

As information and supportive counselling is given to persons affected by cancer, by
telephone or personal visit, the support worker must have excellent inter-personal
skills. S/he must have the ability to assess the appropriate level of information required
and have experience in counselling and skill sharing in order to assist persons establish

priorities and enable them to make informed choices.

S/he must have crisis management skills which will enable her/him to accommodate a
ge of emotions and feelings expressed by the

distressed client and work through a ran

client.
S/he will be required to learn computer skills and become familiar with the Cancer
appropriate referrals to

Information Service computerized data base in order to make
community resources.

There will be an initial 3 month trial period during which the support
worker will be closely supervised and trained.

Duties
to

1, The support worker will be rostered for fourteen hours a week to r
enquiries by telephone, mail or personal visit. The majority of these calls will be

from individuals affected by cancer and their families, from health professionals in

|
AUSTRAUAN
CANCER SOCETY
MEMBER

Leading the fight



the cancer fisld ang the general
iy Al public with g wide range of In-depth cancer rolatod

n

The su
Servicepggg mﬁft?)rdggl lre'viaw Publications ang Information fileg within the
Nlormation as required.S/he will review medical Journalg

and informative articles and
current research. Papers on a regular basis in order to keop up with

4. The support worker will enter gl enquiries on the Computerized database and will
fthe Cancer Information

report on these at the end of each day to the Manager o

S. The support worker will maintain and update the resource database and supporting
files as réquired, this may involve researching information within the Anti-Cancer

Council of Victoria or on a national or international basis and entering on the

Computerized data base.

6. The support worker will attend trainings, seminars and conferences as required, in
order to keep current with information regarding all aspects of cancer and its
related treatment and management, and to enhance professional development.

7, The support worker will attend staff meetings and provide inservice trainings as
réquested. S/he will build contacts and initiate and undertake projects which will

enhance the Cancer Information Service.

The support worker will perform other duties as required.

8.
Salary:
$35,173 per annum (Pro-rata per 35 hour week)
Hours:
Fourteen hours per week. (Wednesday and Thursday, 9am-5pm)
Key Relationships
bers of the Cancer Information Service team which includes

To co-operate with other mem

Support Workers and Enquiries Officers.

To co-operate and work closely with other departments within the Anti-Cancer Council of
Victoria, including the Resource Centre, Education Unit, Social Service Policy Unit, Centre

for Behavioural Research and the Librarian.

Responsibility

The Support Worker is directly responsible to the Manager of the Cancer Information

Service.
I accept the above conditions.

Date:

Signed
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; JOB DESCRIPTION
MANAGER SKIN CANCER PROGRAM
Aim:
responsible for the coordination of the skin cancer

The role of this position-holder is to be
program, the Cancer Information Service and the Resource Centre.

Accountability:
Report to the Education Director for approval and/or allocation of duties as below.

Responsibilities:
To be responsible for the develop
cancer program in Victoria.

v Develo i
p and nnplcmcnt,pr,ogmm_glgns,
" Developfmarketin strategies and campaigns.  —{ ‘et o |

1. ment, implementation and evaluation of the skin

a.
b.
C. =OS ':eeee.‘.:.._... annuall and <
d /v Recruit, train and supervise staff involved in the program.
e. v With the CBRC, produce an annual evaluation of the program. Be—
l‘-}’:ﬁlo)us‘ﬂmm(o) [ €vaimation.

olicy and strategies to enable sponsorship opportunities to be

f. v Develop p
exploited; manage-same-

g. eont}ibuﬁe-se—deve}epmeﬂf-GMGG\Lpoﬁcics-oner control.

h. v Monitor progress towards goals.

i. Pﬁmﬁa‘ﬁ?m:rmmmmm‘

j, Participate-instate; duonaldebate; poh and-program-aevetopment as

To be responsible for the Cancer Information Service, and the staff employed therein.

s

2,
a. Implement the three-year pilot program.
b. Oversee development of an up-to-date resource base.
& Monitor performance.
d. Advise on future directions.
e. Oversee budget and staff,
To be responsible for the ACCV's Resource Centre, and the staff employed therein.
provides an appropriate

a. Develop program plan to ensure the Resource Centre
support service to ACCV staff and community/schools.

b. Monitor performance.
c, Manage staff and budget.
d. Advise on future directions.



4. Contribute to the development of all ACCV cancer education programs as
appropriate. Act as a resource for Unit members and other ACCV staff in the
ment.

provision of information, education and staff develop

5. In the absence of the Director, to be responsible for the day to day management of the

Education Unit.

6. With the Director of Education and Administrative Officer, to be actively involved in

Education Unit administration.

7. To be involved in public relations activity for the ACCV as directed by the Director of

Education.

Key Relationships:
Cooperate closely with the CBRC, Social Service Policy Unit, and CEC.

Maintain operating relationships with the Secretary of the Council and the Finance Manager.

15 May, 1992
meger.ak_a.prog sn



JOB DESCRIPTION
ADMINISTRATIVE/CLERICAL ASSISTANT

Aim:

The role of the Administrative/Clerical Assistant is to carry out activities related to the
Education Unit, under the direction of the Program Manager, Breast and Cervical Cancer.

Accountability:

To the Program Manager, Breast and Cervical Cancer Programs.

Responsibilities:

1. Under the dircction.of nominated program staff, assist with administrative activities
arising from_campalgns, promotions, resource development and services: in particular
the community language program and Pap Test Victoria.

. responding to phone enquiries

1. general secretary duties

iii. assistance with in-service activities
iv. minutes of meetings

v. updating contact lists
vi. other duties as appropriate to needs of projects and skills of
Administrative/Clerical Assistant.

2. Manage the day to day booking system for the bilingual community facilitators. This
includes

i. linking community organizations with facilitators.

ii. ensuring appropriate correspondence is maintained.

iii. maintaining the records of the program,

iv. liaising with other unit staff servicing this program.

V. identifying problems and working with other staff to resolve them.

3. Provide secretarial assistance for other members of the Education Unit as assigned by
the Administrative Secretary including:

i being familiar with all aspects of the word processing system.

ii. maintaining the word processing system by backing up the system every day,
archiving, transferring and deleting documents when necessary.

i.  advising the Administrative Secretary as to the functioning of the system.

4. To support and assist Unit staff as directed.

15 May 1992
2.admin/clerical assist.rk



JOB DESCRIPTION
ADMINISTRATIVE OFFICER
the

The Adquistratjve Officer assists the Director and Managers with
implementation and day to day administration of the Unit's program.

Responsibilities

Administration
To review office systems and assist in streamlining them as required.

1.
2. To be responsible for setting casual employment conditions, hiring and
administering casual staff and for organising volunteers.

To keep time in lieu records.

To conduct orientation program for new employees of the Education Unit.

To maintain the central filing system.

3
4
5.
6 To co-ordinate students' placements.
7

To co-ordinate and organise computer users' group meetings.

Budget and Accounts

L To assist the Director to write, compile and prepare annual program plan and

budget proposals.
To assist Managers to monitor expenditure, reconcile accounts and approve

2.
payments of accounts.

3. To maintain records of Unit expenditure and calculate costs as required by the
Director.

4, To ensure all financial transactions are carried out in accordance with
Accounts Department requirements.

3, To monitor Unit's income and set the system of income reimbursement for the
programs which generate income.

6. To assist in administration of the three year cervical screening campaign
budget.

Reporting

L. To assist the Director to write and compile reports on the Unit's activities.
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d training.

2. To act as Confer
programs for staff development an )
. . n
[ me 3 ide conferences a
To organise participation of the staff members in outs

training.
. . . . ithi nit.
To carry out circulation of library materials within the U

Publications & Distribution
; o . g i nit
To cooperate with the Editor in production and review of Education U

1.
publications and other resources.
To take part in the process of testing, evaluating and checking of resources

produced in the Polish language.
To review and maintain publications reordering records.

N

3.
4. To monitor stocks and organise reprints of publications.
5. Patient Information Project
I To review and analyse statistical data on hospitals' notifications and
literature orders.
ii. To prepare patient information folder.
1ii. To establish contacts in major hospitals and promote ACCV existing
resources.
iv. To work out the best ways of promoting and displaying our resources.
Other duties
1. To participate in education programs and other duties as agreed by the
Director.
2. To conduct in-service activities for the Polish community.
Key Relationships

Work closely with the Director, Managers and Secretariat staff.

gaxgw03r
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EDUCATION UNIT
JOB DESCRIPTION
SECRETARY/ADMINISTRATIVE ASSISTANT

i ition is withi i i i it. The Education Unit is
This position 1s within the secretariat of the Educatlop Unit. )
respogsible for developing and delivering the ACCV's programs on prevention and

! ion Service which
ly detection of cancer and also manages the Cancer Information .
respo the general public and cancer patients and

responds to requests for information from

their families.
and administrative support for Pap Test Victoria

This position will include secretarial

and the Community Languages Program.

Accountability:
To the Unit Head via the Administrative Secretary.

Responsibilities:
Under the direction of nominated program staff, assist with administrative
activities arising from campaigns, promotions, resource development and
services: in particular the community language program and Pap Test

Vicroria.

1.

i. responding to phone enquiries including Pap Test Victoria's 008
telephone line

1i.  general secretarial duties

1ii.  assistance with in-service activities - this includes bookings, arranging
facilities, catering etc

1v.  minutes of meetings

V.  updating and computerising contact lists
pment of media packages, press releases etc

vi. assisting in the develo
vii. layout and design of small in-house documents in liaison with ACCV

Editor
other duties to meet needs of programs

Participate in specific elements of the management of the Migrant Women's

Program. This may include the management of the day to day bookings of

facilitators, liaison with facilitators and agencies, maintenance of records etc.
properly maintained by backing up every day,

Make sure that the computer is
archiving, transferring and deletin g documents when necessary.

VIil.

!
Help maintain a system of central files,

Handle mail and telephone enquiries about Education Unit programs from the

public and health organisations.
sources including organising translations,

Assist in the development of new re
0 community languages.

testing and checking of resources int



Qualities and Experience

The Secretary will

] ing skills (AppleMac preferred); good sense of
i ﬁla‘fufxa%eél sz)tov(\jlogs(%? (;zzsc;ingg skills essential; other computer skills eg
da)t,a entry and manipulation using database (Hypercard).

*  be able to work in a team.

*  have the ability to prioritise demands.

*  be conscientious, reliable and able to keep calm in a busy, demanding

environment.

*  be well organised and efficient.

* have a mature, positive telephone manner with the ability to deal

sensitively with complex enquiries and people with limited English skills.

*  have good writing skills.
*  have an energetic and enthusiastic approach to work.
Conditions:

Part time or full time hours

are to be negotiated as agreed with Administrative
Secretary.

The Anti-Cancer Council of Victoria employs non-smokers.

Salary:

Salary will be based on ACCV salary scales.

15/nk/sh/gax001
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of Victoria

I Rathdowne Street
Carlton South Australia 3053

Tolephone: 41 (03) 279 1111
Facsimile: 61 (03) 279 1270

JOB DESCRIPTION
PROJIECT OFFICER

CANCER PROGRAMS FOR SCHOOLS AND EDU CATIONAL PROFESSIONALS

ancer Council of Victoria (ACCYV).

This position is within the Education unit of the Antj-C
[ cancer programs for schools and

The Project Ofticer will be employed within the arca 0
related health education professionals.
The Project Ofticer will be part of a team involved in developing and producing cancer

educauon programs for schools, and the inservice of teachers and Health Education
professionals. The programs encompass the pre-school, primary, post-primary and tertiary

Sectors.

The And-Cancer Council employs non-smokers with a commi
organisation.

tment to the objectives of the

Accountability:
The Project Officer will report to the Schools Program Manager.

Responsibilities:

1. Resource Development.

Monitor requirements for, and co-ordinate development of, resource materials for
schools particularly in the Primary school area.

Assist in the evaluation and revision of existing teaching resources.

2. Professional Development.

Assist in the design and presentation of inservice programs for teachers to support

other ACCV teaching resources.
Such programs will target
teachers and parents in the primary and post-primary sectors.

staff and students in under-graduate and post-graduate health education

courses.
community based health professionals involved in school health education

programs.

|
AUSTRALIAN
CANCER SOCIETY
MEMBER

Leading the fight



Promotional activities.

. Liaise with individuals and i i isi
-Aay groups mvolved in the provision of ACCV-
}elczilled programs such as Community Health Centres, youth organisations
and service clubs to encourage the use of ACCV resources and the
implementation of appropriate policies in schools.

y Assist v.u.'ilh writing publicity articles and advertisements for inclusion in
appropriate school-oriented publications and regular program newsletters.

Assist in the development and delive i j
. _ ry of other specific programs or projects as
negotated with the Manager. i Poe "

Skills and experience required

Mandatory:

e ¢ e o

Excellent communication skills (oral and written).
Excellent presentation skills in large and small groups.

Significant teaching experience.
Understanding of the Victorian education system, including primary, post-primary,

government and non-government sectors. .
Familiarity with current curriculum development initiatives (state and national).

Ability to work independently and with minimum supervision.
Ability to work as part of a team.
Current full Victorian Drivers Licence.

Desirable:

Ability to develop and maintain networks and liaise with a wide range of
organisations.

Ability to initiate projects and set up evaluation procedures.

Ability to manage project budgets.

Ability to use p.c. (Macintosh).

Flair and creativity.

Good networking skills.

Tenure

This position is offered on an annual basis.

Salary

In the range of $33,235 - 35,173 with a three month probationary period. The ACCV
works a 35 hour week with four weeks annual leave.

OPosdescp - School Project Officer



Aim

EDUCATION UNIT
JOB DESCRIPTION

Program Manager - Breast and Cervical Cancer Programs

d Cervical Cancer Programs is to be responsible for the

The role of the Program Manager, Breast an
co-ordination of the programs delivered by the Education Unit. This includes the general breast and
cervical cancer area, a statewide cervical screening program and programs to reach non-English

speaking communities.

In addition the position involves res
cervical cancer areas and the br

Finally the Program Manager will b

ponsibility for professional education both in the breast and
oad cancer prevention and early detection areas.

e involved in or take responsibility for other projects as

negotiated with the Director and other Unit staff.

Accountability

Report to the Director of Education.

Responsibilities

1.

a.

b.

R

To be responsible for the co-ordination of the general breast and cervical cancer area.

To oversee ongoing programs and resource development.

To identify specific target groups or areas where ACCV programs are currently not
accessible within the Victorian community.

To plan, develop and implement strategies/resources to meet identified gaps and

needs within education programs.
To employ, train and supervise staff involved in the program.

To plan and manage budget.
Where necessary, to negotiate for funding from outside bodies.

To evaluate and document progress towards goals.

To establish, maintain and support networks both within the general community and
specific professional bodies.

To liaise with both internal and external bodies that are involved in the program

areas.
To develop strategies that will facilitate 'the incorporation of ACCV policies and
programs into the health and education mainstream systems.



{

To be responsible fqr the development, implementation and evaluation of a statewide
cervical cancer screening program,
Develop and implement three year plan.

r

a.
Develop and manage strategies and campaign.

b.

c. Maintain liaison and _Quality control with outside agencies involved in the
implementation of specific st rategies.

d. Administrate and monitor budgetry expenditure.

e. Employ, train and supervise staff involved in the program.

£ Set up and service an Advisory Committee for the program.

g. Be responsible for the co-ordination of the program evaluation.

h. Monitor progress towards goals.

To be responsible for the development and co-ordination of the program for non-English
speaking communities.

Oversee implementation of program.

L)

a.

b. Monitor performance.

c, Manage budget and staff.

d. Plan future directions.

4. To assist in the development of other Unit programs, long term plans and Unit policies as
appropriate.

5. To assist in the development of ACCV policies.

6. In conjunction with others, to shape statewide policy and practice in cervical screening and
influence service delivery.

o To represent the ACCV on both internal and external committees including national bodies
as required.

8. To promote and represent the work of the ACCV to professional communities through
conference presentations, publications etc.

9. To be involved in Unit administration as directed by the Director of Education.

Key Relationships

The Manager will cooperate closely with all members of the Education Unit and will facilitate a
team approach to the specific areas of responsibility.  In particular a cooperative working
relationship will be necessary with the Unit Executive and Management Group.

Close relationships will be maintained with other key agencies and personnel involved in breast and

cervical cancer control
10 April, 1991

gaxshOlr
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JOB DESCRIPTION
MANAGER - CANCER INFORMATION SERVICE

. L. . T v the Ana-Camoar
cer Information Service is part of the Educaum"Lr}u ‘fnd 1S ran. e R
gﬁn%?lnof Victoria to provide information, referral and "brief” counselling 2howt C2ndT 1

anyone in the community who feels they need it.

. s T S~ : N DETSER
The Service includes a special component which provides empathenic counsaling 1 PErsans

affected by cancer and their families. This counselling may be given by rfephone ar o« pidox
personal visit. This expanded portion of the Cancer Informaton Service IS @ thrde VoaT prdl

project with accompanying requirements for development and evaluagon.

The Manager will be responsible for the Service which employs rgine Staff @mx;is*xit% 0?; ‘
Support Workers, Enquiries Officers and casual staff. The Servioe operaws from 9.00 am.
to 5.00 p.m., five days per week.

The Manager will abide by the Code of Ethics of the Cancer Information Service and by the

s policies of the Anti-Cancer Council of Victoria.

Experience and skills required
Previous experience with development and management of & similar informagon
service is desirable.

Experience with development of a comprehensive data base with a cancer information
focus including cancer prevention, diagnosis and treatment.
Experience of interaction on a professional level with health professionals and other

care providers.

Experience of managing and supervising staff and with development and
implementation of staff training programs,

. Experience in the day to day administration of a small office including monitoring a
small budget and setting up and maintining office systems.

» empathetic counselling by telephone or personal

Experience and skills in informal
visit,

Responsibilities

1. To be responsible for the day to day management of the Cancer Infonmation Service

including monitoring the budget and maintenance of an up-to~date comprehensive data

base,

2. To be responsible for the general su

rervlslnn of staff, to respond to the speviiie neads
of staff involved in hundling difticult

alls,



To develop and monitor training and staff development programs for the Cancer

[nformation Service team.
To work regular shifts on the telephone to maintain practical skills and experience; to
be available with Support Workers to work with unsolicited visitors.

To contribute to the development of information resources both specific to Cancer
Information Service enquiries and of more general use by ACCV,

6. To ensure that evaluation strategies developed for specific components of the service
are carried out and to compile reports including status reports on the Service.

7. To develop and maintain contact with other information services and relevant bodies;
to contribute to improved information services to the public and to enhance the Cancer

Information Service.

To liaise with other Project Managers on a regular basis and contribute to the

Education Unit team.

gement, including the CIS Working Party on activities of

9. To report regularly to Mana
the Service and make recommendations on the future direction of the Service.

10.  To develop and liaise with an Advisory Panel of experts in oncology and other
relevant areas in order to expand the base of resources and knowledge for the Cancer

Information Service.

Accountability
The Cancer Information Service is a joint program of the Social Service Policy Unit and the
Education Unit. Both Units are involved as part of the CIS Working Party in policy,
planning and review; day to day management is the responsibility of the Education Unit.
The Manager will therefore report to the Manager, Skin Cancer Program in the Education

Unit.

15 May, 1992
2jobdescmanager cis da
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JOB DESCRIPTION
ENQUIRIES OFFICER

This position is within the Anti-Cancer Council's Cancer Information Service. It involvc;s
providing a service to members of the public on a daily basis and to staff within the Coung:ll.
Enquiries Officers are required to abide by the Code of Ethics of the Cancer Information

Service and by the policies of the Anti-Cancer Council of Victoria.

Duties
including those about prevention programs

To handle general enquiries about cancer
These may be by telephone, mail

1.
e.g. smoking, SunSmart, schools program, etc.
or in person.
To distribute ACCV and other literature in response to requests and orders.
ns Manager, Program Managers and Administrative

3. In conjunction with the Publicatio
Officer, to monitor stock and distribution of Education Unit publications.

a. to organise a regular stocktake
b. to re-order ACCV materials as necessary

C. to order non-ACCYV stock as necessary
d. to update record sheets and order forms as required.

packs and provide literature for the enquiries

4. To maintain a supply of current student
desk and publications stands within the building.

5. To attend ongoing staff meetings and training sessions and help train casual staff and
keep them updated on information and any changes in protocol within CIS.

6. To keep records of enquiries and report on these to the Manager, Cancer Information

Service.

S/he will be required to learn computer skills and become familiar with the Cancer
puterized data base in order to make appropriate referrals to

Information Service com

community resources.
pertise in relation to specific skills and interests which may

8. To develop an area of ex
include taking responsibility for a specific section of the resource data base; co-
ordinating the Speakers Bureau or some other area of information which will assist
cancer patients and their families. When required to maintain resource base files to a

six month update.

9. To perform other duties as required.






Key Relationships

To work as part of the Cancer Informat; ; TR iries
S Picers and Support Workers mation Service team which includes other Enquirie

To co-operate and work closely with other de ithi i-Cs il of
- otoria i i . partments within the Anti-Cancer Council o
Victoria including Reception, Resource Centre, Education Unit, Publications Officer, Social
Service Policy Unit, Centre for Behavioural Research and the Librarian.

Responsibility

The Enquiries Officer is directly responsible to the Manager, Cancer Information Service.

15 May, 1992
2jobdescenquofficer cis



[)nf/: = /ﬂ»/}‘.//. V]

' A/n/¢71

Director. Dr Nigel Gray AM. MB BS, Hon. LLD, FRACP FRACMA

Anti-Cancer Council of Victoria

EDUCATION UNIT
JOB DESCRIPTION

Managing Editor
Resource Development and Production
Corporate Communications Strategy

The position of Managing Editor is within the Anti-Cancer Council's Education Unit.
The Editor reports to the Director of the Education Unit but also acts as a consultant

to the entire Council.

The Anti-Cancer Council of Victoria (ACCV) was established by Act of Parliament

in 1936. It is an independent body, 96% funded by donations from the Victorian

community.  Its objectives include the co-ordination and subsidising of cancer

research in Victoria and the facilitating of all activities in the fight against cancer. It

brings together all parties in the State which in one way or another are fighting

cancer. Itis f:ontrollcd by volunteer committees, professional and lay people.

The ACCV's Education Unit runs programs for the public, for health professionals,

and for schools, as well as for people who have cancer and for their families and
uced with the assistance of

friends. A wide range of resources is developed and prod
At present the emphasis is on printed

freelance researchers, writers and designers.

resources but this will gradually shift towards non-print media, such as audiotapes.
This will increase the availability of information to people from non-English
speaking backgrounds and to those whose literacy level is low.

The Editor will be required to work as part of a team, assisting Program Managers
and Project Officers with the writing, editing, design and production of resources. It
is likely that there will also be some resources for which the Editor will have sole
responsibility. In the area of corporate communications, the editor will supervise a
small staff or contract freelance journalists and publicists to carry out the tasks
required. In addition, the Editor is responsible for the production of the Council's
Annual Report and for its quarterly newsletter to donors.

Please note that the Anti-Cancer Council employs non-smokers.

MAJOR DUTIES:

Resource Development & Production
d Project Officers with the writing,

Assist Program Managers an .
resources for the general public,

design and production of
people who have cancer, and schools.

professionals,
bank of freelance writers, designers, photographers and

editing,
health

1.

2, Maintain a data
printers. ‘
r and obtain quotations from freelance writers, designers,

3. Prepare briefs for an
photographers and printers.
tocks of resources and organise reprints as required

4. Oversee monitoring of Sto
and advise on pricing policies for bulk orders.
5. Liaise with other organisations on joint publications. N J’R .
' 53 TRAL)
KEOGH HOUSE, 1 RATHDOWNE STREET. CARLTON SOUTH, AUSTRALIA 30
o (03) 662 3300 Facsimile: (03) 563 3412 Telex: ACCV AA 34158 ﬁ‘w“"‘“ B ER



Propare certin patent education resources in areas not covered by Education
Program Managers.

Propare and oversee budgets for Council publications and patient education
resources.

Assist with the qualitative pretesting and evaluation of resources.

Corporate Communications

0.

10.

11.

14.

15.

16.

Rescarch, write, edit and supervise the production and distribution of
Vicrorian Cancer News four times per year,

Wnite, edit and supervise the design and production of the Council's Annual
Report and Short Reporn.

Organise and implement a consistent reactive media strategy. For example,
monitor daily papers and contact editors and journalists involved, to comment
on all articles relating to cancer.

Develop guidelines for responding quickly to incoming media calls and train

all staff likely to be involved to implement them.

Idenufy and contact journalists interested in the area and provide them with
contact names for comment and organise media briefings on current issues

where appropriate.
Organise prior waming from other relevant organisations, researchers,

medical journals and, if possible, the media, so that ACCV comment can be
made in a timely fashion.

Collect information on journalists and publications interested in our work and
provide this information to relevant staff,

Become familiar with all current and imminent work within the Council so as
to be able to publicise it when appropriate.

EXPERIENCE AND SKILLS REQUIRED;

1.
2,

Ability to write simply and clearly, and to edit other people's writing.

Several years experience in editing, and able to edit on-screen using an Apple
Maclntosh,

Demonstrated attention to detail.
Ability to supervise other staff and delegate appropriately.
Ability to work in a team and to liaise with people from all walks of life.

Ability to direct freelance designers, printers, photographers and negotiate
with production houses. _

Ability to cope with a multiplicity of projects and to allocate time and

résources according to set priorities.
Experience in desk top publishing using Apple Mac systems such as

Pagemaker 4.0, Freehand or Dlustrator,






Public relations or marketmg skills and expenence
9.

E pcllcllc E I j 10V lsua‘l Iesomces alld/OI' CXhlblthl‘lS
0 X
1 4

Experience in organising conferences and seminars,
11.

‘“4{281'
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JOB DESCRIPTION
ADMINISTRATIVE SECRETARY

Aim
The role of the Administrative Secretary is to manage the secretarial activities of the Education
Involvement in all facets of the Council's education program is required as the
mmitted to transmitting health

working team co
The secretarial staff consists of the

Unit.
Administrative Secretary is part of a smal]
all of whom carry out the secretarial

information to both the public and professionals.
Administrative Secretary and Assistant Secretaries,

activities referred to below.

Accountability

To the Director of Education.

Responsibilities
In addition to carrying out secretarial duties, the Administrative Secretary has the following

additional responsibilities.
1. To manage the secretarial and related clerical and administrative work of the Unit,
including time management,

To supervise the assistant secretarial staff of the Unit, and to delegate work as

2.
necessary.

3.  To be responsible for maintaining a high standard of word processing, administrative
and clerical work as required by Education Unit staff,

4. To organise and maintain a system of central files.

5. To act as personal assistant to the Director by screening calls, maintaining diary and
other clerical and administrative duties as directed.
improvements or changes to existing systems and

6.  To advise the Director of possible

structures.

7. To handle telephone enquiries to the Education Unit, in particular those requiring
detailed knowledge of programs.

8. To act as a back-up resource for the Cancer Information Service during meetings and

when there is an overload of calls.
Prepare advertisements for jobs within the Education Unit, handle related enquiries and

9.
organise mail-out of information to applicants.



11.

O O
PO o

To perform general ini
. s administrati .
including: ustrative dutieg related o Ma
ammacheck traini
raining days

responding to ph
: one enquirj
rocessing § kit 1es about traini
glaime:nann'g applications, cheques L Lraining days,
cevecivion ﬁe of training day mgél’lrf"‘:lpts etc.
ng up the room for traj O3 °CS.
intai raming d : 4o

maintaining pro £ days, provid i

. grar Jays, providin
updating facili m records includin £ equipment etc.

tator listing. g courses run, training day records

To act as a back-up re
p resource for Pap Test Victoria in answering queries on the 008

line.

Undertake occasional public s

caks
peaking engagements to community organisations for

Qutside Speakers Bureau.

zpbd&scadminsecrc



JOB DESCRIPTION

SUNSMART PROMOTIONS OFFICER
osition is within.the Educ
PTZ:)?nI:)tions Officer will be

ation Unit of the Anti-Cancer Council
comprehensive skin cancer

of Victoria (ACCV). The
part of a team responsible for developing and delivering a
control program within the V.

ictorian community.,
Responsibilities:

The SunSmart Promotions Ofﬁcqr is accoun
activities of the SunSmart Ccampaign with

table for_ developing and implementing the promotional
key communications,

€ aim of Increasing the profile of the campaign and its

Duties:

1. To develop and implement a promotional plan which includes:
- - Campaign launch (Octobe
- National Skin Cancer Aw
- SunSmart Week (3rd week of January) which will focus on swimming pools
finding promotiona] Opportunities wji
beach promotiong
continuing and finding new Promotional associations with the retail
media sectors

In consultation with the ACCV Communications Unit and other SunSmart staff
UnderCover newsletter.

At the direction of the Manager, encoura

ge SunSmart activity in areas of Victoria where
there is no recent history of involvemen

t in the program.



Personal Qualities and Experience

The position of SunSmart Promotions Officer isa challenging one. Some kré?“’bdséi of skin are
cancer and its prevention, and a commitment to a public health approach to 1 uce mrtancr_e!
essential. At least two years industry experience in promotions/public relations is impo

The Promotions Officer must have good writing and verbal presentation skills, including the ability
10 turn scientific data into non-technical information.

The Promotions Officer must be a self-starter, able to work alone. He or she must be v,_'eI]-
organised and efficient.

i i i iviti d
He or she must be capable of initiating, encouraging and supporting p_romotg_gcalﬁ ‘;’aecg’vmes gmmlxl;?ge
Victoria. The ability to impart information and skills, and to communicate e. ve ml.has un
of people are essential. High energy levels and enthusiasm are essential pre-requisites

emphasis in the SunSmart program is on having fun outdoors, but protecting your skm as you do
sO.

i ising ess
The Promotions Officer must be prepared to work as part of ateam committed to raising awaren
of skin cancer prevention and early detection in the community.

Other Requirements
The Promotions Officer:

must be a non-smoker ) ) )
must hold a current full Victorian driver's licence

Conditions:

The Council staff officially work a 35 hour week. The Promotions Officer will be required
to work some weekends and over the Christmas-New Year holiday period. Time-in-liey
will be given on weekdays.

Travel:

with the Manager, rmodation and expenses wil be paid to 3 love] agreed

Period of Employment:
This position s full tim . . .
September 1993, "o & Period of approximately iy months from March 1993 ¢,
Key Relat:‘onships:

The Promotiong Officer wil] re i
) port directly to the 1 gram.
aczfgsgg) I:‘:;lr)stb; %U%S;cp:?bm wlln‘;cggxcl)t,ldes the Ca:amgsﬁmst?nﬁms% thséhga?nm o ©
. : Schoo Mana Admlmsu-an i ‘. :
contact will be require wi o, o vy . iy
maintained Mthreﬂ?e ACCVuI]{the sl e 3

(S8 ]



ANTI-CANCER COUNCIL OF VICTORIA
EDUCATION UNIT

Job Description
b Secorser sk oo

Campaign Mamager - SunSmart

(\r}(s(/ o ¢

This position is part of the SunSmart team, which is responsible for delivering and
evaluating the educational component of the skin cancer control program.

The Campaign Manager is responsible for the organisation and administration of a
variety of activities across the skin cancer control program which involves predominantly

the sunSmart campaign. The Campaign Manager’s work encompasses schools,
community, administrative-and general promotional components of the program.

Duties
1. To be responsible for developing and producing promotional resources
including signage, equipment, clothing and displays.

2. To undertake general administration and correspondence tasks for the
project including formal industry requests and internal ACCV requests

about the SunSmart campaign.
To be responsible for financial control of the program including ordering,

3.
record-keeping, forward estimates of expenditure and budget
reconciliation.

4. To manage literature stocks including reprints, revisions and the
production of new resources.

Ds To organise and monitor bulk mailouts and process order forms from
community organisations.

6. To manage sponsorships including written applications, working with
sponsored organisations, implementing promotional plans and sponsorship
evaluation.

Ts To be responsible, along with the Community Programs Officer for the
distribution and use of resources; to promote their availability and advise
on their appropriateness. '

8. To respond to a variety of callers wanting information about skin cancer
or the campaign including sponsorship requests.

9. To liaise with a variety of specialist agencies contracted to work on

promotions and advertising for the campaign.
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Hours: ACCYV staff officially work a 35 hour week. The Campaign Manager
will need to work some flexible hours, including weekends and be prepared to

take time in lieu at appropriate times.

Key Relationships

The Campaign Manager will report directly to the Coordinator, Skin Cancer Program.
S/he will also work closely with the SunSmart Community Programs Officer, the ACCV

REsource Centre and with CBRC staff (evaluation).

Salary
Salary will be based on ACCV salary scales. However a special allowance of 5% has
been allocated in acknowledgement of the lack of tenure of this position.

and the salary offered will depend on the successful

The range if $ -$
applicant’s experience.
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He or she must be capable of liaising with community workers, and have an
understanding of encouraging community participation in health programs. The ability
to impart 1_nformat}on and skills, and to communicate effectively with a range of people,
are essential.  High energy levels and enthusiasm are essential pre-requisites as the
cx;lupldlgs;i in the SunSmart program is on having fun outdoors, but protecting your skin as
y .

The Field Officer must be prepared to work as part of a team committed to raising
awareness of skin cancer prevention and early detection in the community.

Other Requirements:
The Field Officer:

must be a non-smoker
must hold a current full Victorian driver’s licence.

Conditions:
Hours:

The Council staff officially work a 35 hour week. Field Officers will be required
to work some weekends and over the Christmas-New Year holiday period.
Time-in-lieu will be given on weekdays.

Travel:

The Field Officer will be based at the Anti-Cancer Council of Victoria’s offices in
Carlton South, however a considerable amount of work time will be spent
travelling within Victoria. A program or hire car will be provided for these trips,
and accommodation and expenses will be paid to a level agreed with the

Coordinator.

Period of Employment:

This position is part time over a period of approximately twelve months.

Key Relationships:

The Field Officer will report directly to the Coordinator, Skin Cancer Program. S/he
will also work closely with the Community Programs Officer, the SunSmart Campaign
Manager and the ACCV Resource Centre, and with CBRC staff (evaluation). S/he will
liaise closely with the Quit regional coordinator and, in liaison with the Coordinator,

work with the PR Agency.

Salary: $22,000 - $25,750 (pro rata), depending on experience.

26 February, 1990
gaxsa03(b)r
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action plans and to encourage them to document and evaluate programs.
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groups is a prerequisite. Experi
community development perience or a qualification i i i
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Other Requirements:

The Field Officer:

must be a non-smoker
must hold a current full Victorian driver’s licence.

Conditions:

Hours:

The Council staff officially work a 35 hour week. Field Officers will be required
to work some weekends and over the Christmas-New Year holiday period.

Time-in-lieu will be given on weekdays.

Travel:
The Field Officer will be based at the Anti-Cancer Council of Victoria’s offices in
considerable amount of work time will be spent
ided for these trips,

Carlton South, however a
travelling within Victoria. A progr
and accommodation and expenses W
Coordinator.

am or hire car will be prov

ill be paid to 2 level agreed with the

Period of Employment:

This position is full time over a period
November 1989 to June 1990.

of approximately seven months from

Key Relationships: |
The Field Officer will report directly to the Coordinator, Skin Cancer Program. S/he
:+h the Community Programs Officer, the SunSmart Campaign

will also work closely with : :
Manager and the ACCV Resource Centre, and with CBRC staff (evaluation). S/he will
liaise closely with the Quit regional coordinator and, in liaison with the Coordinatof,
work with the PR Agency:

$22,000 - $25,750 (pro rata), depending on experience.

Salary:
gaxsn03(a)
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Administrative Assistant/Secretary
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Duties
1. Manage all word processing for the SunSmart team (three permanent and

Some temporary  staff) including arranging for outside agencies to
complete large WP Jjobs where necessary.

2. Relieve the Coordinator of any time-consuming administrative tasks by
gic;mg et(lixe legwork, follow-up work, correspondence, personal filing etc. as
ected. .

Other duties z directeq.
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be conscientious, reliable

campai . and
paign environment. able to keep calm in a hectic

be well organised and efficient.

« e . o .

bc *

Conditions

Tenure:

As this position is funded on a 12- .
Promotion Foundation, employment is rcr\xrli(::r\:vtboS at;ans;saugy the Victorian Health

Hours:

ACCV staff officially work a 35 hour
. L week. The Administrati
Assistant/Secretary will need to work flexible hours, taking time in lieu totIcacf\lr:

weekend work, night meetings and/or travel.

Ke Relationships

The Administrative Assistant/Secretary will repo

Skin Cancer Program.

Manager and other SunSmart staff. S/e will liaise ¢

Secretariat of the Education Unit.

Salary
Salary will be based on ACCV salary scales. However a special allowance of
59% has been allocated in acknowledgement of the lack of tenure for this position.

The range, including 5% loading, 18 $22,739 - $25,5 16, depending on experience.

28th February, 1990
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The Resource Centre is a busy part of the Educatio i
the public demand for audiovisual resources, n Unit.

JOB DESCRIPTION

Resource Officer - Audiovisual

tion It has two major roles: to service
primarily generated by the Education Unit, and

to service the ACCYV for audiovisual back-up.

Accountability

To the Manager Skin Cancer Program for allocation and/or approval of duties below.

Responsibilities

1.

10.

With Resource Officer Despatch manage the dail i
rce patc y running of the ACCV's R
Centre. This includes monitoring resource lending, systems maintenance (e.e gs.oslg(ci:

collection) and supervising casual and part-time staff.
To produce information about Resource Centre holdings/stock for users.

To ensure that ACCV audiovisual resources are readily available through existing
community, government and non-government collections (i.e. libraries, public

hospitals).
Jointly responsible for Resource Centre work including phone and personal enquiries
with borrowers and other ACCV staff, processing orders for videos, stock control,

assisting with A.V.

Stock control including maintenance, replenishment and acquisition of additional
stock as required.

To provide audiovisual back-up for all ACCV staff including

recommending purchase of ;(cw A.V. equipment as required.
maintenance and replacement of all ACCV audiovisual equipment.

in-servicing staff in the use of audiovisual equipment.
organising the production of some resources for in-house use e.g. recording

TV or radio programs, copying existing tapes.

To keep abreast of current audiovisual and written resources, to advise Centre users
on appropriate materials and to acquire new materials in consultation with other staff.

Ao o

To be involved in the previewing of new resources.
To be responsible for storage of all Education Unit artwork, in co-operation with

Publications Manager.
organise archive (slide and borrowable

In conjunction with Publications Manager, to
slide) copy of each new resource.



11. Manage the SunSm
art 3
umbrellas (phase in by Seg{;rr?l)oc:t;ol%aglz)WSOurces e.g. seagull suits, banners and

12.  Other duties as required.

Key Relationships
patch and other Education Unit staff. Co-operate with

n an i
d storage of archival work. Maintain relationship

Co-operate with Resource Officer Des
eeds.

pelec
Pgbhcatlor_ls Manager in determinatio
with all units in relation to audiovisual n

2jd.res.oﬂ.nudiovisual
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JOB DESCRIPTION

Resource Officer - Despatch

The Resource Centre is a l?usy part of the Educz.ltion.Unit. It has two major roles: to service
the public demand for audloy1sqal reésources, primarily generated by the Education Unit, and
to service the ACCV for audiovisual back-up.

Accountability

To the Manager Skin Cancer Program for allocation and/or approval of duties below.

Responsibilities

1. With Resource Officer - Audiovisual, manage the daily running of the ACCV's
Resource Centre. This includes monitoring resource lending, expenditure, and
supervising casual and part-time staff.

7, Responsible for the despatch of all items from the Resource Centre including Fresh
Start and Mammacheck program materials.

3. To co-ordinate the despatch bookings including input, overdue, follow-up etc.

4. Jointly responsible for Resource Centre work including phone and personal enquiries
with borrowers and other ACCV staff, processing orders for videos, stock control,
assisting with A.V,

5. To maintain a record of existing stock of ACCV audiovisual resources and organise

copies as necessary in consultation with relevant staff,

6. Manage supply of Mammaqheck and Fresh Start resources to facilitators, restock kits,
ensure sufficient stocks of literature €tc. are in store.

7. Manage resources and borrowing for NESB Facilitators.

8. Manage the SunSmart promotional resources €.g. seagull suits, banners and
umbrellas (phase out by September 1992),

9. Other duties as required.

Key Relationships

Co-operate with Fresh Start Officer of Quit Campaign on Fresh Start needs. Co-opcra_lte
with Mammacheck Manager on Mammacheck and NESB Program needs. Co-operate with

Education Unit staff,

Zjdul.off.deapmh
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JOB DESCRIPTION
RESOURCE CENTRE MANAGER, EDUCATION UNIT

he Resource Centre is a busy part of the Education Unit. It has two major roles: to
[he . the public demand for audiovisual resources, primarily generated by the
,f-:ion Unit, and to service the in-house ACCY demand for audiovisual backup. It is
Educd of the Resource Centre Manager to coordinate the Resource Centre and advise on

ole T fa ok
(thc[glc and future and to assist in the development of ACCV regources
l s e & *

A «*oul\(.lbili(,\t: . . - : :
Acc To the Director for approval and/or allocation of duties as below,

Rcsponsibilitics:

A. Resource Centre Co-ordination

1. To manage the ACCV’s Resource Centre and be responsible for the staff
employed therein.

!J

To provide audiovisual backup for all ACCV staff including:

purchasing of new a-v equipment

maintenance and replacement of all ACCV audiovisual equipment
overseeing the setting up of equipment for ACCV meetings
mnservicing staff in the use of audiovisual equipment

organising the in-house production of some resources eg recording
TV or radio programs, copying existing tapes, making slides.

© oo o

3. To manage the lending system including liaison with the computer
managers on requirements of the Resource Centre.

4. To keep ab;eas} of current audiovisual and written resources and acquire
new materials in consultation with other staff.

5. To produce information about Resource Centre holdings/stock for users.
6. To ensure that ACCV resources are readily available through existing

community, government and non-govemment resource collections.

B. Resource Development

7. Maintain a record of existing stock of ACCV resources, and organise
reprints as necessary in consultation with relevant staff.

8. To assist Education Unit staff with production, distribution and use of
resources and publications..

Key Relationships:

Cooperate with Education Unit staff. Maintain relationship with all Units, in relation to
audiovisual needs.

The Anti-Cancer Council employs non-smokers.

-~
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