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Position Description
	Date of Creation: 

July 2018

	Position Title: 

Local Engagement Officer 

	Division: 


Local Banking

	Team: 


Consumer Banking

	Reports To Position:            Branch Manager 

	Direct Reports: 

N/A


Organisational and Position Overview

Bendigo and Adelaide Bank aims to be Australia’s most customer-connected bank and Local Connection play a pivotal role in achieving this vision.
This exciting new opportunity has been created to establish and maintain meaningful connections with the Community, by utilising the branch as it’s Community Hub.
	Part A: Job Specification


Job Purpose

The role of the Local Engagement Officer is crucial in driving the relationships and engagement between the branch and its local community with the purpose of creating demand for the use of the Branch’s showcase and community spaces.
To be successful in the role, you’ll manage the spaces, coordinate and attend events and drive relationships with key stakeholders in the community. 

The two key spaces you’ll oversee are the showcase and community space. The showcase space is perfect for local businesses to display their products and services without having to have their own retail space and the community space is ideal to host local events, functions and seminars for the benefit of local community members.   

As this is a newly created role, you have the ability to make it your own and make a real impact on the Community and organisation.   
Reporting & Relationships

Relationships:-
· Branching Out project team
· Senior Branch Manager

· Region Team

· Branch Team 
· Community Partners
Key Accountabilities (6 – 8)
	Key Result Area
	Accountability

	Coordinate and manage the use of the Showcase and Community spaces
	· Act as the key contact person and manage day to day enquires from the Community in relation to the use of the space
· Proactively drive opportunities for the utilisation of the space
· Work closely with the Project team, Branch Manager, Branch and Regional team in relation to managing the use of the space
· Ensure the use of the space is in line with the bank’s values and use judgement when coordinating and managing the appropriate use of the space
· Act as the bank’s representative at events where required, including events held within the Business Academy and Property Journey


	Administration & Support

	· Undertake timely administration relating to managing and coordinating the space and events
· Manage the calendar bookings and diaries from within the Branch for events and community space
· Provide support to key stakeholders in the community who are using the space
· Ensure all compliance requirements are completed prior to community groups and partners using the space 


	Social Media platforms 

Digital content in Branch
	· Actively manage the Branch’s social media pages, ensuring compliance to bank policy
· Uploading of day to day social media content (posts, videos etc)  
· Update and maintain the Branch’s in-house digital content, showcasing upcoming events and functions


	Engagement
	· Increase awareness of the Bank and build the profile of the branch by engaging with the local community members and promoting the use of the space  
· Build and foster successful relationships with Community Partners, Regional teams, branch and key stakeholders
· Proactively seek to understand the objectives of our customer, community and partners


	Community 
	· Communicate and champion the Bank’s point of difference to key stakeholders within the community 
· Support and nurture the state strategy to ensure activities ran out of the Community Bank align to overall focus 


	Risk 
	· Comply with all Bank policies and procedures at all times 
· Support a culture that embeds the consideration of risk and compliance in all decision making


	Values
	· Demonstrate consistent behavior in accordance with the Bank’s Values of Teamwork, Integrity, Performance, Engagement, Leadership and Passion



	Part B: Person Specification (Minimum Requirements)


Qualifications, Knowledge & Experience
· Strong customer service ethos

· Proven coordination of events and administration skills and experience
· Ability to drive and maintain effective working relationships and networks across the community and bank
· Ability to work independently 

· Strong project management skills
· Excellent interpersonal and communication skills 
· Excellent time management skills

· Demonstrated risk management skills
· Experience in Marketing and managing social media pages is highly regarded
Technical & Business Skills
Skills, knowledge and abilities:

· Community focus – Cultivating strong relationships within the community
· Managing priorities - Effectively prioritising goals, requirements, and areas of opportunity 
· Administrative support – Provide timely and accurate administrative support to meet the needs of all relevant stakeholders. 
· Marketing – A basic understanding of core marketing concepts is advantageous
· Social media – Understanding of various social media platforms  
Special Requirements

This role will require flexibility of working hours depending on scheduled events.

Assessments Required:
Reference Checks and Police Check
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