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Membership Events and Communications Officer
Part-time 0.8 FTE
Are you a communication professional who wants to move the dial on social justice. Do you get excited about the thought of building community and meaningful events?
Are you passionate about advancing the rights of women and gender diverse people with disabilities?
If you answered yes, then this role may be for you
Women with Disabilities Victoria (WDV) is a vibrant organisation of women and gender diverse people with disabilities working for women and gender diverse people with disabilities in Victoria.
WDV is the peak organisation for women and gender diverse people with disabilities in Victoria. WDV’s 2025–2029 Strategic Plan envisions a safe and fulfilling life for all women and gender diverse people with disabilities in Victoria.
Our strategic priorities are to:
Establish research partnerships with a focus on inclusion, health, gendered violence, sexual autonomy and economic justice.
Build gender-based accessibility and inclusion expertise across Victoria.
Work to dismantle ableist and sexist attitudes and systems, develop community understanding of rights and educate and empower members to live safe and fulfilling lives.
Embed a member and community-led approach to advocacy and system change.
Enhance WDV’s operational efficiency and funding resilience.
WDV values are accountability, diversity, inclusion, impact, equity, respect, accessibility, creativity, collaboration and empowerment.
About the role:
We are seeking an enthusiastic and organised Membership Events and Communications Officer to join our friendly team.
Key responsibilities of the role include:
Membership Engagement
Act as the primary contact for member inquiries via phone, email, events, and inboxes.
Process new membership applications and support member retention.
Welcome and engage with members at in-person and online events. Many events are run by program staff and attendance would not be required; however, for all events specifically targeting members i.e. member quarterly conversations and the AGM event
Promote WDV membership and recruit new members.
Define and communicate WDV’s Member value proposition to distil what a person gains from being a WDV member and communicating that information in engaging ways to members and potential members.
Promote opportunities for members to participate in WDV programs, policy, and advocacy.
Share member stories through targeted communications and content on social media and or on website. 
Enable members to communicate and share information with WDV and each other via quarterly conversations and other relevant strategies.
Identify target demographics and tailor communications to attract new members.

Membership Data and Reporting
Maintain accurate records of membership data, event attendance, engagement metrics, and retention rates.
Curate and manage the WDV membership database (Wild Apricot).
Collect and analyse member and event feedback to improve services and benefits.
Prepare and distribute the annual Members Survey; analyse and report findings.
Prepare bi-monthly membership reports for the WDV Board and monthly member report to the Business Manager for compliance funding reporting. 

Events
Support planning, promotion, and delivery of WDV member events, including annual Members Event (face to face event), Quarterly Conversations (4 online member events per year- Feb, May, Aug and Dec (EOY), Brenda Gabe Leadership Award (biennial) and key industry events: International Day of People with Disabilities, 16 Days of Activism, AGM
Manage the events calendar and coordinate pre- and post-event communications.
Attend and coordinate onsite and online activities for member and staff events. Many events are run by program staff and attendance would not be required; however, for all events specifically targeting members i.e. member quarterly conversations and the AGM event.
Develop marketing and promotional materials for events.
Promote events via email, social media, website, and other platforms.
Record and report post-member event statistics, including expressions of interest, attendance, and member annual survey results.
Create and manage event registration forms in Wild Apricot.
Assist in the delivery of relevant organisational projects.

Communications
Source, curate, publish and disseminate WDV’s monthly eNews.
Write engaging content aligned with WDV’s messaging, values, and advocacy.
Maintain the communications calendar to support program, advocacy, and member engagement.
Manage WDV’s social media (Instagram, Facebook, LinkedIn, etc.), including content creation, scheduling, and monitoring.
Create accessible social media content using Canva, aligned with WDV branding.
Promote WDV resources, events, news, and activities across digital and print channels.
Develop communication plans for key events, launches, and campaigns in conjunction with relevant program staff and marketing coordinator.
Analyse engagement data using Google Analytics 4 for reporting and evaluation.
Ensure accessibility of all communications in line with web and information access standards for all users and staff
Assist the Marketing Coordinator in maintaining and updating WDV’s website.
Develop and maintain communications manuals, guides, policies, and procedures.

Operations
Contribute to the Operations Team and support team tasks.
Provide office coverage for colleagues during leave, as requested by the Business Manager. 
About you:
This role will suit someone with a communications background looking for a role in which they are actively working towards justice, equity, inclusion and access for women and gender diverse people with disabilities.
Our ideal candidate is organised and an excellent team player with demonstrated experience in membership, events and communication with exceptional interpersonal skills and effective communication. 
You have lived experience of disability or extensive knowledge of the diversity of disability. You are part of a team and can also work autonomously when needed. You thrive in collaborative environments working with peers and hub members. You are confident in group settings and one to one engagement. WDV encourages cross team collaboration that includes policy and advocacy, gender and diversity, and operations and communications. WDV encourages mutually beneficial relationships with other stakeholders with shared values. 
What we offer:
Disability Leave 
Cultural Leave 
Flexible / hybrid working environment
A diverse and supportive team 
We have a disability friendly work environment 
We particularly encourage applications from women and gender diverse people with disabilities, including those from diverse backgrounds including LGBTIQA+, First Nations and migrant and refugee backgrounds.
The Position Description can be downloaded from our website at https://www.wdv.org.au/get-involved/current-vacancies/ 
How to apply:
Please click 'Apply Now' to submit your application.
Please note that applications must only include:
Resume / CV
Response to key selection criteria
Please refer to the Position Description for full instructions.
Applications close at 5pm on Sunday the 18 January 2025.
IMPORTANT: Only applicants who provide all the documents required will be considered.
Any enquiries regarding the role, please contact WDV Recruitment on (03) 9286 7805 or email Recruitment at recruitment@wdv.org.au using the subject line: Membership Events and Communications Officer. Please do not send applications to this email address.
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