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Position Description 
People and Culture

Digital Coordinator

	POSITION DETAILS	


	Title:
Digital Coordinator
	Location:
Richlands, QLD

	Department:
National Sales
	Supervisor /Manager:
National Manager Digital and Inside Sales

	Date Prepared:
5 November 2024
	Direct Reports:
None



POSITION OVERVIEW





The Digital Coordinator will support the National Manager Digital and Inside Sales by focusing on digital marketing functions, specifically in Search Engine Marketing (SEM), Search Engine Optimisation (SEO), and analytics. This entry-level role will contribute to executing our digital strategy across various business units, providing implementation, optimisation, insights and analysis to enhance our ongoing digital visibility and performance.
SCOPE & AUTHORITIES



KEY RESPONSIBILITIES





POSITION DUTIES:

SEM/SEO
· Conduct keyword research and analysis to optimise website content for search engine visibility.
· Assist in the creation, monitoring, and optimisation of paid search campaigns to drive traffic and conversions.
· Develop on-page and off-page SEO strategies to improve search rankings and visibility.
· Track SEO performance and report on key metrics, identifying areas for improvement.
Analytics and Reporting
· Monitor and analyse website traffic using Google Analytics and other analytics tools.
· Generate regular reports on key metrics, including organic and paid search performance, website traffic, and conversion rates.
· Identify trends, insights, and opportunities for improvement in digital performance, and provide actionable recommendations to the Digital and Inside Sales team.
· Maintain data accuracy and consistency across reporting platforms.
Digital Marketing Support
· Support the team in executing digital marketing initiatives, collaborating on content creation and social media efforts as needed.
· Help with the maintenance of digital assets, including web pages and content updates, in collaboration with web management teams.
· Assist with the management and organisation of digital resources, ensuring accessible and up-to-date assets for campaigns.
Stakeholder Communication
· Liaise with internal teams to coordinate content needs, campaign requirements, and project deadlines.
· Communicate analytical findings and campaign insights to relevant stakeholders, supporting data-driven decision-making within the digital team.

Other duties
· As required 

RELATIONSHIPS:

· Reporting to: National Manager Digital and Inside Sales
· Internal Stakeholders: Sales teams, Marketing and Communications teams, and relevant administrative staff.
· External Stakeholders: As required for digital project collaboration and vendor communication.

ADDITIONAL RESPONSIBILITIES:
· Adherence to company policies and digital marketing best practices.
· Support continuous improvement initiatives within the Digital and Inside Sales team, providing input on process enhancements.
· Proactive, collaborative, and results-oriented with a passion for digital marketing and data analysis.

OTHER RESPONSIBILITIES:

Quality Control
· Propose and maintain quality control, version control and approval processes for content
· Be aware of communicating sensitive information; understand and meet all obligations and procedures outlined in relevant company Policies 

Administration Support
· Diligently use any systems/database provided 

Teamwork
· Ensure behaviours are consistent to enhance the team environment
· Assist others to meet business objectives 

Communication
· Communicate openly and honestly

Ethics
· Comply with all applicable laws, regulations, statutory obligations and REMONDIS Australia policies
· Act honestly and with integrity 
· Respect the values and diversity of others
· Accept responsibility and be accountable for actions
· Avoid situations resulting in a conflict of interest, bribery or the use of inducements to secure business

Innovation
· Participate in internal and external training seminars
· Actively investigate enhancements to procedures and processes that achieve improvements in performance, job satisfaction, and productivity
· Monitor individual performance

HSEQ
· Comply with all applicable health, safety and environmental laws, regulations and statutory obligations 
· Be alert for potential hazardous situations and report any hazardous situations in a timely manner
· Act in a safe manner
· Ensure housekeeping of work area is managed to provide a safe and healthy environment at all times 
· Provide feedback on problems or areas for improvement
CAPABILITY PROFILE






Qualifications
· Tertiary qualification in Marketing, Business, or a related field is desirable but not a requirement.

Work Experience
· 1–2 years of experience in a similar role or field; exposure to SEM, SEO, or digital analytics is a plus

Skills/Knowledge/Abilities 
· Proficiency in Microsoft Office Suite, particularly Excel, for data analysis and reporting
· Familiarity with Google Analytics, Google Ads, Social Marketing and SEO tools

Key Competencies
· Friendly, approachable
· Excellent communication skills and ability to work in a team-oriented environment Time management; able to juggle concurrent tasks
· Keen attention to detail; meticulous and careful 
· Enthusiastic learner; willing to learn new skills, software and behaviours 
BRANCH DESCRIPTION





The position is part of the Head Office Branch, located remotely 848 Boundary Road Richlands, QLD 4077.
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