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Water Literacy Education Coordinator
	REPORTS TO:
	DIRECT REPORTS AND TEAM SIZE:

	Manager Water Literacy 
	This role has no direct reports. 

	THIS ROLE EXISTS TO: (PURPOSE)

	Coordinate and support the delivery and continuous improvement of Melbourne Water’s Water Literacy education programs, enhancing community understanding of the water cycle and fostering meaningful engagement with customers, schools, and community groups in line with the Water Literacy Strategy. 
 
This role combines program coordination, education delivery, and stakeholder support across Melbourne Water sites and community settings. 

	KEY ACCOUNTABILITIES:

	Coordinate scheduling and delivery of water literacy education programs across sites, including the Western Treatment Plant (WTP) and Edithvale-Seaford Wetland Education Centre (ESWEC). 
Deliver high-quality in-person and digital education programs, tours, and events. 
Support the development and continuous improvement of education content, learning experiences, and delivery approaches. 
Provide day-to-day coordination and support for casual educators and facilitators. 
Maintain strong working relationships with schools, community groups, and internal stakeholders. 
Support evaluation and reporting of program outcomes, including capturing participant feedback and insights. 
Respond to community enquiries and represent Melbourne Water in engagements. 
Assist with planning and logistics for events, programs, and stakeholder activities. 
Contribute to a positive, safe, and collaborative team culture. 
Taking care of own and colleagues Health and Safety through identification and reporting of hazards and active involvement in improvement initiatives. 

	KEY RESPONSIBILITIES
	KPIs

	Program Coordination & Delivery 
Coordinate and support the delivery of education programs, tours, and events across multiple sites and formats. 
Deliver complex and engaging sessions using appropriate learning techniques. 
	Programs delivered in line with schedules and quality standards  
High participant satisfaction scores  
Effective coordination of program logistics and delivery resources 

	Education Development & Continuous Improvement 
Support the development, refinement, and evaluation of water literacy education programs and materials. 
Incorporate feedback, data, and emerging best practice into delivery. 
 
	Improvements implemented based on feedback and evaluation 
Quality and relevance of learning content maintained 
Contribution to innovation in education approaches 

	Stakeholder & Community Engagement 
Maintain relationships with teachers, schools, and community stakeholders. 
Support engagement activities and respond to enquiries professionally. 
	Positive stakeholder feedback 
Strong repeat engagement from schools and groups 
Timely and effective communications 

	Operational & Administrative Coordination 
Coordinate bookings, schedules, logistics, and reporting requirements. 
Maintain accurate records of attendance, feedback, and program activity. 
	Accurate and timely administration and reporting  
Effective coordination of schedules and resources  
Compliance with operational processes 

	Team Support & Safety Leadership 
Provide informal leadership and guidance to casual staff during program delivery. 
Champion safe work practices and positive team culture. 
	Positive team feedback and collaboration  
Safe delivery of all programs and activities  
Adherence to safety and compliance requirements 



	SKILLS, KNOWLEDGE AND EXPERIENCE REQUIRED:

	· Experience delivering education programs, tours, or community engagement activities. 
· Demonstrated ability to coordinate activities, schedules, or small programs .
· Strong communication skills, with the ability to explain complex concepts clearly to a wide range of audiences. 
· Knowledge of water systems, sustainability, or environmental education (desirable). 
· Understanding of learning principles and the ability to adapt delivery approaches for different audiences. 
· Strong organisational and problem-solving skills.
· Ability to work both independently and collaboratively within a team environment. 
· Experience using digital tools or interactive learning technologies (desirable) 

	KEY RELATIONSHIPS:

	All Melbourne Water employees are responsible for managing aspects of our customer/stakeholder relationships and service interactions, and will work proactively to deliver a consistent customer experience. 
Internal 
· Education and Events Lead 
· Water Literacy Education Program Lead 
· Site Operations teams  
· Communications and Engagement teams 
External 
· Schools (teachers and students)  
· Community groups  
· Industry and visiting delegations  
· General public visitors 


	SALARY RANGE:

	· EA salary level 4
· Melbourne Water reserves the right to remunerate people according to their ability to perform the functions of the role based on their qualifications, skills and experience. 

	OTHER COMMENTS:

	This role requires the following: 
· Relevant studies or equivalent experience in education, science, or environmental fields 
· Current Working with Children Check required 
· Current driver’s license required 
· First Aid qualifications desirable 
· Ability to work across multiple Melbourne Water sites and attend events as required 
· May include some weekend and out-of-hours work 
Location: Western Treatment Plant/Edithvale 
The role will also be required to attend other Melbourne Water sites. 
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