
Media & Communications Manager 
Muscular Dystrophy Australia 

 

 Work hours negotiable - full-time or part-time 

 Challenging and varied role 

 Help make a difference to those affected by Muscular Dystrophy and Neuromuscular Disorders 

 Great working conditions, including competitive salary rate  

 North Melbourne location and free onsite car parking 
 

Join a passionate and professional team at Muscular Dystrophy Australia, a not-for-profit organisation which 
supports the one in 625 Australian men, women and children affected by Muscular Dystrophy and Neuromuscular 
Disorders. Through a multi-layered, strategic approach our respected organisation and passionate team is able to 
making a real difference  through: 

- Providing direct support, advocacy and information to those affected by MD and their families 
- Providing a myriad of opportunities for those with MD to enhance their quality of life  
- Funding world class research to seek the cause, cure and treatment of neuromuscular disorders 
- Increasing public awareness of neuromuscular disorders. 

Reporting to the Executive Director, you will be responsible for raising MDA’s national profile through media 
activities and production of key publications (including the newsletter and annual report) and website content. 
 
Your highly-developed writing and communication skills will ensure MDA’s mission, vision and values are 
communicated succinctly to the public and key stakeholders.  
 
As a great team player with strong interpersonal skills, you will liaise effectively with the MDA team, the MD 
community members we support, media, donors and supporters, government bodies and other industry 
representatives. 
 
This role requires a highly-motivated, hard-working and organised individual with a passion for the non-profit 
sector and previous experience in journalism or public relations. 
 
A competitive salary will be offered to the successful applicant based on skills, qualifications and experience.   
 
Essential criteria 

 5 years experience in journalism or public relations 

 Excellent written communication skills 

 Exceptional attention to detail 

 Ability to work to deadlines and under pressure 

 High level of initiative and independence 

 Cooperative and supportive team member 

 Highly developed computer skills 
 
Desirable criteria 

 Tertiary qualification in journalism, communications or public relations 
 

 

Send a CV and cover letter addressing the five Key Selection Criteria in the Position Description to: 

employment@mda.org.au  by closing date: October 8, 2015. 

 

 

mailto:Employment@mda.org.au


MDA Media & Communications Manager - Position Description 
 
 
MDA has a rich history, starting from humble beginnings and through moral, ethical and legal fundraising has 
grown to own its own premises The MDA Head Office in North Melbourne. MDA has a significant role in 
supporting research at the National Muscular Dystrophy Research Centre (NMDRC). 
 
MDA is now poised to embark on the next phase of its development and growth through the generation of 
significantly more awareness in all market sectors.    
 
1. Purpose 

The Media & Communications Manager will be responsible for promoting MDA nationally and 
communicating key messages and successes to internal and external audiences through the MDA 
newsletter, website, annual report and media. The Manager will also manage the content of the MDA 
website to ensure it is up to date, relevant and reflects MDA’s mission, vision and values. 
 

2. Role 
 
Reporting to: the MDA Executive Director 
 

 Enhance MDA’s  brand and secure its reputation through promotion of the organisation and events in 
the media  

 Ensure MDA published materials, newsletters, online content and social media activity is co-ordinated, 
timely and effective 

 Develop, maintain and maximise key media relationships for MDA 

 Earn regular media placement in local, state and national media 

 Draft opinion editorial and guide the Executive Director’s media profile in broadcast media 

 Generate connections with major corporate entities that lead to beneficial dialogue between MDA and 
target organisations 

 Prepare and coordinate content for MDA’s quarterly magazine, Messenger 

 Identify, recruit and manage MDAmbassadors from the corporate, social, and celebrity sector 

 Increase the external communications competence and capabilities of MDA, particularly in emerging 
social media and digital communications 

 Ensure the Executive Director is immediately aware of important or relevant media stories. Conduct 
media monitoring to ensure all mentions of MDA and relevant, predetermined key words are recorded, 
filed and displayed 

 Develop key media messages, plan order of arrangements and general event coordination 
 

3. Key Selection Criteria 

 

 Excellent writing skills 

 Excellent interpersonal skills 

 Proven track record as a journalist or gaining media coverage in a media and communications role 

 Ability to work well under pressure, shift priorities and meet deadlines 

 Strong creative, innovative and problem solving skills 

 Strong research, organisational and planning skills 

 Excellent time management 

 Ability to multi-task 

 Outstanding attention to detail 

 Sound knowledge of contemporary and emerging marketing communications practice 

 Good computer based skills (Word, PowerPoint, Excel) and familiarity with current communications 
technology 

 
 



 
4. Attributes 

 Results driven with high standards 

 Highly self-motivated with a committed, flexible work ethic 

 Ability to work proactively and independently, as well as a good team player  

 Confidence to interact successfully with a diverse range of professionals 

 Intuitive and diplomatic with the ability to pitch sensitive stories to the media while keeping the 
interests of people with MD at heart 

 Capacity to understand and ability to operate under the MDA’s policies and procedures  
 

 
As MDA evolves to meet its changing strategic and operational needs and objectives, so will the roles required 
of its staff members.  As such, staff should be aware that this document is not intended to represent the 
position, which the occupant will perform in perpetuity.  This position description is intended to provide an 
overall view of the incumbent’s role as at the date of this statement.  In addition to this document, the specifics 
of the incumbent’s role will be described in local area work and project plans, and in performance plans 
developed by the incumbent and relevant supervisor as part of MDA’s performance evaluation, development 
and progression process 
 
http://www.mda.org.au/Media/Publicity/PD_Media_and_Comms_Manager.pdf 


