
 

 

POSITION  DESCRIPTION  
 Australian Broadcasting Corporation  

Label  Description  

Position Title:  INTERNAL  COMMUNICATIONS COORDINATOR  

Position no:  50071668  

Team:  [Managing Director’s Office ] 

Department:  Corporate Communications  

Location:   Ultimo , Sydney  

Reports to:  INTERNAL COMMUNICATIONS MANAGER  

50069408  

Classification:  Administrative/Professional  

Schedule : [Schedule A ] 

Roster cycle  [Non -Rostered ] 

Band/level:  [Band 6 -7] 

HR Endorsement:  12/08/2026  

Purpose  

Support the delivery of clear, consistent, and engaging internal communications that align with the 

ABC’s strategy and objectives.  

Key A ccountabilities  

• Under broad direction, draft, edit and distribute communications such as staff announcements, 

newsletters, intranet articles and leadership messages.  

• Oversee the maintenance  and update of content on channels, including the website, staff intranet , 

SharePoint  and email platforms.  

• Provide high level administrative support to the Internal Communications Manager as required, 

including scheduling, establishing and maintaining systems.  

• Coordinate and provide guidance to other staff contributing to internal communications activities, 

to ensure consistency and quality of approach.  

• Support the execution of internal communications for major ABC initiatives and projects.  

• Contribute to the development and implementation of communications for ABC teams and 

projects, focusing on internal communications for the enabling divisions.  
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• Coordinate internal communications with the Communications Leads in content divisions, 

ensuring consisten t and timely communications . 

• Identify potential risks and initiate action to quickly resolve or escalate issues, which may put the 

ABC’s reputation and brand at risk.  

• Contribute significantly to the planning and rollout of internal campaigns to support change 

management, organisational initiatives and engagement programs, and contribute insights to 

improve internal communication strategies.  

• Monitor and evaluate the effectiveness of internal communications channels and campaigns, 

using engagement data and stakeholder feedback to inform continuous improvement.  

• Actively promote the ABC values and apply all relevant workplace policies and guidelines.  

• Cooperate with any reasonable instruction, procedure or policy relating to safety and take 

reasonable care for your own safety and that of other people who may be affected by your conduct 

while at work.  Additional WHS responsibilities apply to Managers and  Supervisors, Team Directors, 

and other Officers.  

Key Capabilities/ Qualifications/Experience  

1. Relevant tertiary qualifications or demonstrated equivalent skills, knowledge and experience.  

2. Demonstrated highly advanced  understanding of best practice communications practices and 

tools.   

3. Demonstrated experience using and administering web content management systems with 

advanced editorial skills and judgement , as well as digital video/imagery editing skills.   

4. Highly advanced communication and interpersonal skills with the ability to manage relationships 

with internal stakeholders.   

5. Demonstrated experience planning, resourcing and delivering communications campaigns or 

projects, including managing timelines and stakeholder input.  

6. Experience identifying story angles and potential risks, including identifying and escalating 

reputational risk to senior stakeholders.  

7. Experience working in a Managing Director’s or senior executive ’s  office with access to sensitive 

and confidential information is preferred.   

8. ABC Values:  Demonstrated personal commitment to fostering an inclusive and respectful 

environment, grounded in integrity and aligned with the ABC values of aiming high, thinking 

differently, taking ownership, and delivering together.  

9. ABC Policies: Understanding of the relevance and scope of ABC Policies and the ABC Values  and 

a commitment to adhere to these; particularly in relation to complying with health, safety and 

wellbeing requirements in the workplace and acting in accordance with the ABC Values . 

10. Diversity and Inclusion:  Ability to communicate effectively and build relationships with people 

from a range of diverse backgrounds.  

 
www.abc.net.au/careers  
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