
Position Description
Communications Manager 

This is a unique opportunity to work for a Brisbane-based research funding organisation focused on 
emergency healthcare. The Emergency Medicine Foundation (EMF) is an innovative, non-profit which funds 
emergency medicine research. Our innovative programs are world-leading and are driving rapid, evidence-
based changes in clinical care. We are geared to expand, and we require a Communications Manager who 
can build the organisation’s profile and its advocacy for improvements in emergency healthcare. 

• Opportunity to define role and work independently

• Part of a small but dynamic team

• Organisation poised for growth

• Inner city location

Job title:   Communications Manager 

Reports to:   General Manager  

Tenure: Part-time position – hours and days negotiable 

About the Emergency Medicine Foundation 

EMF is an Australian not-for-profit organisation, dedicated to emergency healthcare research. Our purpose is 
to support high-quality research directed at improving the care of patients in a medical emergency and to 
develop emergency healthcare research capacity nationally. Long-term, every Australian will benefit from our 
research programs.  

Established in 2007, EMF administers two research programs which fund innovative, evidence-based 
research with the potential to improve clinical practice in the short-term as well as deliver economic benefits 
to the healthcare system. In addition, we provide research training and support for clinicians in Queensland 
as well as helping to raise the profile of emergency healthcare research and rapidly transfer research 
outcomes into real and practical benefits for medical emergencies.  

What we offer: 

We are a small, but driven team committed to fostering emergency healthcare research and clinical 
outcomes.  

• Competitive salary packaging with on-site car-parking

• Collaborative team environment

• Opportunity to contribute to contribute to the health and wellbeing of Australians



Key stakeholders  

Primary internal relationships: Research Manager, Company Secretary and General Manager 

Primary external relationships: Government, hospitals, health and emergency care providers, universities, 
industry, and clinician-researchers, 

The Person  

Qualifications: 

Graduate qualification in communications or journalism. 

Skills & experience:  

You will have a minimum of eight years in a communications role, ideally with communications experience 
within the not-for-profit, health, government and/or research sectors.   

In previous roles, you will have successfully led communications activities aimed at building an organisation’s 
brand and reputation.  Ideally, you will be experienced in writing funding proposals and managing advocacy 
programs. 

An important part of performing this role well is an understanding of the health sector with the ability to 
translate materials written for a medical audience into understandable and ‘inspiring’ copy for stakeholders 
ranging from government, health, industry to the general public. 

Job Purpose 

EMF is poised for significant growth and requires a self-driven, innovative Communications Manager to 
instigate profile building and advocacy programs that position EMF as the leading voice in emergency 
healthcare research.  

Reporting to the General Manager, you will have overall responsibility for the EMF brand, media and social 
media activities, marketing collateral, website, funding proposals and managing EMF events. To be successful 
in this role, you will possess a ‘roll-up your sleeves’ can-d0 attitude.  

In addition, you will be responsible for meeting EMF’s contractable reporting requirements to stakeholders, 
including six monthly reports and an annual report. 

To apply and for further information 

Please provide a short cover letter that outlines why you would be successful in this role and your CV 
together with one or two examples of your work (this maybe in the form of web links).  

For further queries please email the General Manager, Dr Sonĵ Hall sonj.hall@emfoundation.org.au and she 
will either respond via email or by phone.  

Closing date: 5:00 pm Monday 4 November 2019 

mailto:son.hall@emfoundation.org.au


Key duties:  

Enhancing EMF reputation 
and profile 

• Develop and Implement annual communications plans to increase brand 
awareness and recognition for the organization, including an advocacy 
focus 

• Develop and distribute media releases 

• Develop and upload social media posts 

• Manager development of new EMF website and/or framework for 
updating existing website 

• Develop communication collateral as required 

• Produce and maintain a library of podcasts and videos 

• Oversee adherence to EMF style guide for all stationery and brand-related 
materials 

EMF reporting 
requirements 

• Develop and write the annual report 

• Developing and writing six monthly stakeholder reports 

• Report regularly to the EMF Board 

Stakeholder 
communications/Research 
programs 

• Develop campaigns promote new and existing research programs 

•  Develop case studies on EMF-funded research projects with outcomes 

Business development/ 
Marketing 

 

• Develop and write funding and business development proposals 

• Produce marketing collateral as required  

• Manage sponsorship relationships 

• Other business development activities as required 

Other 
• Event management 

• Write speech notes for EMF Board Chair and General Manager as required 

• Manage any communications and marketing staff 

 

Workplace Health and Safety:  

• Comply with EMF’s workplace health and safety policy and procedures  

• Take reasonable care at work to ensure your own and others’ safety  

• Report all known or observable hazards.  

 

 



Competencies  

Communication: You will have strong oral and written communication skills.  

Decision Quality: You are an individual who has the ability to work independently and make quality decisions 
based on common sense, integrity, experience and judgement.  

Problem Solving: We are looking for someone who has the ability to think logically and independently.  

Organising: You will be efficient at independently organising your time and resources to get things done. At 
times, you will be responsible for managing multiple activities within tight deadlines.  

Process Management: You will need to be good at working out the processes needed to complete your work 
effectively and efficiently. Ideally, you will be able achieve more from fewer resources.  

Collaborative: You will be driven to collaborate and partner to build research capacity in the healthcare 
system and improve patient care.  

Drive for Excellence: You are self-motivated and will aim for the best outcomes for the organisation.  


