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Consumer Representative Coordinator (Level 5) 

Position Title: Consumer Representative Coordinator  

Classification: SCHADS Award – Level 5.1 ($53.43ph)  

Employment Status: .8 FTE 

Reports To: Operations Manager 

Term: Fixed term to 30 June 2027 

 

 

Position Purpose 

The Consumer Representative Coordinator is responsible for coordinating and strengthening 
consumer participation and representation mechanisms across the organisation. 

This role ensures that lived experience voices are effectively recruited, trained, supported, and 
connected to key decision-making forums. The position leads the development and management 
of a strong, skilled pool of consumer representatives through programs such as the MHLET 
Consumer Representative Program and contributes to national engagement through the National 
Consumer Register. 

The role also has a business development function, identifying and growing opportunities for 
consumer representation across sectors and ensuring sustainability of the program. 

 

 

Key Responsibilities 

1. Consumer Representation Coordination 

• Coordinate the recruitment, engagement, and placement of consumer representatives 

• Match trained representatives to boards, committees, working groups, selection panels  

• and consultation processes 

• Ensure meaningful and supported participation in decision-making 

• Maintain strong relationships with host organisations and stakeholders 

2. Tasmanian Consumer Representative Program 

• Lead and coordinate the MHLET Consumer Representative Program 

• Develop, implement, and maintain program frameworks, processes, and guidelines 
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• Ensure a consistent, high-quality approach to consumer representation across Tasmania 

• Monitor program outcomes and impact 

3. National Consumer Register 

• Maintain and contribute to the National Consumer Register 

• Ensure accurate and up-to-date records of consumer representatives 

• Support national engagement opportunities and cross-jurisdictional collaboration 

• Promote pathways for consumers from all jurisdictions in Australia to engage at a  

national level 

4. Building and Supporting Consumer Representatives 

• Develop and maintain a skilled pool of trained consumer representatives 

• Design and deliver training, induction, and ongoing capacity-building activities 

• Provide mentoring, coaching, and support to consumer representatives 

• Ensure representatives are confident, informed, and supported in their roles 

• Facilitate peer networks and communities of practice 

5. Business Development & Program Growth 

• Identify and develop new opportunities for consumer representation placements 

• Build partnerships with government, NGOs, and sector stakeholders 

• Promote the value and impact of consumer representation 

• Contribute to funding opportunities, proposals, and program expansion 

• Support sustainability and growth of the program 

6. Stakeholder Engagement 

• Build and maintain relationships with key stakeholders, including:  

• Government agencies 

• Community organisations 

• Sector partners 

• Act as a key point of contact for consumer representation enquiries 

• Advocate for best-practice consumer engagement 

7. Program Administration & Systems 

• Maintain accurate records, databases, and tracking systems 

• Coordinate scheduling, placements, and reporting processes 

• Ensure efficient administrative support for program delivery 

• Assist at times with other organisational tasks 
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8. Data Collection & Reporting 

• Collect and analyse data on participation, placements, and outcomes 

• Prepare reports for internal use, funding bodies, and stakeholders 

• Monitor program performance and identify opportunities for improvement 

9. Policy & Continuous Improvement 

• Contribute to development of policies and frameworks supporting consumer engagement 

• Ensure alignment with best practice and emerging trends 

• Embed continuous improvement practices across the program 

 

 

Key Selection Criteria 

Essential 

• Experience in program coordination or stakeholder engagement 
• Demonstrated understanding of consumer participation and lived-experience 

engagement 
• Ability to build, support, and develop individuals and groups 
• Strong relationship management and communication skills 
• Experience in training, facilitation, or capacity building 
• Ability to manage multiple stakeholders and competing priorities 
• Strong organisational and administrative skills 
• A lived experience of mental health challenges 

Desirable 

• Experience in consumer representation programs or advisory structures 
• Knowledge of the Tasmanian community services or health sector 
• Experience contributing to national networks or registers 
• Experience in business development or partnership building 

 

Key Performance Indicators (KPIs) 

• Growth and diversity of the consumer representative pool 
• Number and quality of placements secured and maintained 
• Engagement and satisfaction of consumer representatives 
• Delivery and impact of training and capacity-building activities 
• Expansion of partnerships and business development outcomes 
• Accuracy and timeliness of reporting and data management 
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Values & Behaviours 

• Commitment to lived-experience leadership and empowerment 
• Respect, inclusion, and collaboration 
• Professional integrity and accountability 
• Strong focus on outcomes and impact 

Work Health & Safety 

• Comply with all WHS policies and procedures 
• Contribute to a safe, inclusive, and supportive workplace 

 
 

 

How to Apply 

Please submit: 

• A cover letter 
• Your CV 
• A document addressing the Selection Criteria and Other Mandatory Requirements 
• Please note only applicants that provide a cover letter, CV and separate address to the 

selection criteria will be considered. 

Email to: 
admin@mhlet.org.au 
03 6223 1952 

Applications close:  20 July 2026 
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