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POSITION DESCRIPTION     

Position:  Healthy Workplace and Wellbeing Co-ordinator 

Reports to:    Organisational Development Manager   

Direct Reports:  N/A  

Status :    24-month Contract, Full Time 

Location:   340 Bell St, Preston, Victoria 3072  

BACKGROUND 

The Victorian Aboriginal Child Care Agency (VACCA) is the largest organization of its kind in Australia.  

VACCA is an Aboriginal community-controlled organization that supports and advocates for the 

Aboriginal community.  Our strength lies with our people.  Our team is committed to the organisation’s 

vision and values; advocates for our children and other vulnerable community members; and shows 

respect for, observance and compliance with Aboriginal cultural protocols, practice and ceremony.  Our 

Aboriginality is what distinguishes us from mainstream services and what enables us to deliver the 

positive outcomes we achieve for our people. 

VACCA employs approximately 500 staff and delivers more than 50 programs across the state.    VACCA’s 

experience and expertise in the delivery of therapeutic interventions are underpinned by culture, 

connection, and healing.  VACCA designs, develops and delivers programs with self-determination and 

an understanding that the intergenerational trauma experienced by our community requires 

intergenerational and community healing.   

Central to VACCA’s work is the importance of connection to family, community and culture as essential 

to Aboriginal children’s safety, stability and ensuring that they have an ongoing sense of belonging. As 

Victoria’s largest Aboriginal child welfare agency, VACCA will play a key role in the process of 

transitioning the care and case management of Aboriginal children from government and  non- 

Aboriginal organisations to Aboriginal community-controlled organisations following the recent 

decision of the Victorian Government.   

OUR VISION 

Aboriginal self-determination-Live, Experience and Be   

OUR PURPOSE 

Supporting culturally strong, safe and thriving Aboriginal communities 
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PROGRAM AREA 

This role will sit within the Organisational Development team which includes a manger and 2 team 

members.  

We consider our Aboriginal staff a critical asset and key strength for building strong effective working 

relationships with our Aboriginal clients and the community. It is a priority of VACCA to value staff and 

support their wellbeing in undertaking the important work which is critical to the future of Aboriginal 

children and therefore the Aboriginal community.    

Organisational development enables VACCA to have a systematic way of supporting and developing staff 

in line with the organisation’s priorities and service delivery programs.  To achieve VACCA’s 

organisational goals, a culturally and technically skilled workforce is required across the organisation, 

as well as the capabilities to adapt to changing needs, ongoing growth, compliance requirements and 

new challenges.   

Organisational Development is a key priority for us and we are currently engaged in strengthening all 

stages of the employee life cycle ie attraction, recruitment, induction, professional development and 

career pathways, effective performance management, maintaining wellbeing, adequate reward and 

recognition. 

POSITION SUMMARY 

This is a senior role for an experienced person.  The purpose of this role is to: 

Enhance, support and promote health and wellbeing in the workplace – physical, mental, emotional, 
cultural 

VACCA seeks to create a culturally strong, vibrant and professional working environment that 

promotes wellbeing and retention of staff. It is a priority of VACCA to value staff and support their 

well-being and resilience in undertaking our important work. 

This role will support VACCA to actualise its commitment to a fair and inclusive working environment 

which fosters diversity among employees, reasonable work-load which and maintain work-life 

balance. The role will be responsible for co-ordination and implementation of a range of activities 

improve workplace engagement, resilience, coping skills and self-care.  In the context of a social 

emotional wellbeing model this position will; 

• Identify key priorities in relation to the health, wellbeing and cultural safety of staff 

• Develop strategies and promote solutions for relevant workplace priorities 

• Implement and follow-through on delivering VACCA’s Wellbeing Framework 

• Encourage managers to embed wellbeing into daily work routines for positive team morale.   

It is expected that the position holder will have high standards of professionalism, ethics, integrity, 

confidentially, good judgement and sense of appropriate boundaries between personal and professional 

matters.  To be successful in this role, a deep understanding and interest in wellbeing is essential.   
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KEY RELATIONSHIPS 

Internal: Human Resources, Organisational Development teams, Directors, Executive Managers 

and VACCA staff 

External: Work collaboratively with other health and wellbeing services 

KEY SELECTION CRITERIA  

- Commitment to VACCA’s vision and purpose. 
- Awareness and appreciation of Aboriginal societies and cultures and an understanding of the 

issues affecting Aboriginal people in contemporary Australia and the diversity of circumstances 
of Aboriginal people 

- Commitment to enhance workplace health, wellbeing and Aboriginal cultural safety  
- Relevant Experience and knowledge related to delivering a Wellbeing strategy (or similar) 
- Ability to deliver workshops or short presentations on Safety Wellbeing topics 

- Strong written communication skills – ability to produce reports, recommendations 
- Advanced Interpersonal skills - liaison, empathy and listening in a respectful, culturally 

appropriate manner working with Aboriginal staff. 
- Problem Solving Skills and ability to deliver results  
- Excellent project management, including planning and organisational skills  
- High standards of professionalism, ethics, integrity, confidentially 
- You must have and continue to hold a full Victorian Driver’s Licence and willingness to travel to 

various work sites and spend time with staff and management 

Desirable 

- Relevant qualifications or experience in any of the following; HR, OD, OH&S, psychology, L&D or 
related disciplines 

- Understanding of VACCA Organisational structure, systems and procedures 

POSITION ACCOUNTABILITIES   

Key responsibilities: 

- To drive and implement VACCA’s wellbeing framework and take initiative to assist teams and 

individuals   

- Build and maintain culturally respectful and positive relationships within VACCA to facilitate a 

partnership approach and buy-in from staff and management 

- Collect and analyse data, maintain data systems and produce reports. 

- Support the understanding of Aboriginal culture within the workplace 

- Communications and Promotion of Wellbeing initiatives and raising awareness  

- Deliver presentations on relevant topics to staff 

- Provide advice on wellbeing and retention and make recommendations on work practices 

- Organize activities, events and workshops for staff across all VACCA sites 

- Recommend Employee Assistance Program or other support services 
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- Utilise relevant literature and research findings to improve wellbeing programs and outcomes 

- Refer issues to relevant manager, HR or as appropriate and maintain privacy & confidentiality  

- Participate and contribute to the workplace health and safety committee 

HEALTH, SAFETY & WELLBEING 

- Ensure compliance with the OH&S Act and VACCA policies.   

- Contribute positively and proactively to team and organisation wide OH&S activities. 

QUALITY & CONTINUOUS IMPROVEMENT  

- Ensure compliance with legislation, contract and policy requirements in your day to day work in 

order to meet the organisation’s audit, contract and registration obligations. 

- Proactively apply your specialist knowledge in the review and maintenance of policies, systems and 

processes. 

- Continue the development of a culturally strong and positive working environment using a 

continuous improvement approach. 

OTHER  

 

- Participate proactively in team project initiatives  

- Support other team members in periods of high demand and during periods of absence. 

- Participate in project groups and attend events  

- Undertake other duties as directed 

ADDITIONAL INFORMATION 

VACCA’s recruitment processes align with the Victorian Child Safe Standards.   All employees are 
required to undergo a National Police Records Check, a Working with Children Check and comply with 
the Code of Conduct policy. 

VACCA is an equal opportunity employer and has a smoke-free workplace policy.  

 


