

POSITION DESCRIPTION 

	Position Title
	Volunteer Coordinator (0.6 FTE)

	Functional Area
	Global Health

	Date
	October 2026

	Reports To
	Manager Global Health Programs

	Direct Reports
	Nil

	Primary Objectives
	1. To Undertake the active recruitment and onboarding of new surgeons, anaesthetists, nurses, and other clinicians interested in short-term, overseas deployment through the RACS Global Health Program.

2. To ensure effective planning, communication and compliance underpins the deployment and support of RACS Volunteer Medical Teams (VMTs) working across the Indo-Pacific region. RACS specialist teams provide clinical services, training and mentoring as part of the RACS Global Health Programs.

3. To ensure that there is regular communication with RACS specialist clinical volunteers, to gather feedback and insights for continuous improvement of the volunteer experience, operational effectiveness and story-telling about the impact of the Global Health Program.

	Key Internal Relationships
	Volunteer Coordinator (other team member doing similar role)
Senior Program Advisors
Medical Equipment Coordinator and Officer
RACS Global Health Specialist Clinical Volunteers
RACS Global Health Speciality Coordinators
RACS Fellows 
Other RACS colleagues

	Key External Relationships
	· International SOS
· Corporate Traveller
· Partner country health administrators

	Primary Responsibilities
	· [bookmark: _Hlk535315810]Work in collaboration with RACS Global Health colleagues to support, engage and grow, the cohort of RACS specialist clinical volunteers 
· Provide an informed point of contact for RACS Fellows and other clinicians interested in becoming a RACS Specialist Clinical Volunteer or interested in participating in a RACS volunteer surgical team deployment.
· Recruit and onboard new RACS Global Health volunteers (including interviewing and reference checks) in collaboration with RACS Specialty Coordinators who undertake assessment of clinical expertise.
· [bookmark: _Hlk93991096]Assist with the planning for, and deployment of volunteer surgical teams by documenting and advertising deployment opportunities, managing Expressions of Interest processes, ensuring pre-deployment training and compliance requirements are completed prior to departure, undertaking trip coordination (e.g. travel bookings), contributing to team pre-departure briefings to ensure volunteers are well informed, well prepared, and well supported to undertake short-term volunteer deployments.
· Participate in and minute quarterly Specialty Coordinator meetings
· Participate in the internal review of effectiveness of volunteer deployments and support implementation of improvements 
· Monitor e-learning tracking systems to ensure volunteer e-learning compliance
· Maintain robust information management systems and procedures to ensure complete and accurate records on RACS Global Health volunteers and compliance with DFAT/ANCP/ACFID Code of Conduct, safeguarding standards and organisational policies
· Assist with key communications related to volunteer activity (including with volunteer cohort, broader RACS surgeon networks and other stakeholders, including donor reporting)
· Maintain the RACS Global Health photo library and release forms.


	Essential Skills, Qualifications and Personal Attributes
	· Previous experience in volunteer recruitment and deployment
· Highly developed planning and organisational skills to maintain robust information management, travel planning and volunteer compliance 
· Demonstrated strong analytical and problem-solving skills
· Excellent verbal and written communication skills with the ability to communicate with confidence and tact with a range of clinicians and professional staff 
· Highly developed organisational skills with the ability to manage multiple priorities and deadlines.
· Ability to work within a team in a flexible and co-operative manner
· Ability to coordinate tasks, set priorities and work to timelines 
· Strong attention to detail and accuracy


	Desirable Skills, Qualifications and Personal Attributes
	· Development and maintenance of compliance monitoring and information systems
· International travel planning and coordination
· Previous experience in a communications role involving social media updates, development of e-newsletters and website management preferred
· Ability to contribute to quality improvement processes
· Ability to effectively plan and work under pressure and to deadlines
· Experience of, or interest in work in the health and development sector


	RACS Competencies
	· strives to achieve strategic objectives
· seeks to find better ways of working and increase stakeholder value
· works collaboratively and demonstrates sound reasoning
· effectively prioritises work and meets deadlines
· team player, models RACS values
· works with colleagues across RACS in the achievement of objectives
· strives to grow professionally and is open to feedback
· flexible and adaptive
RACS is a child safe organisation. RACS recruitment and selection procedures reflect our commitment to the safety and protection of children in all our activities. As part of the selection process candidates are required to undergo a Police check, an anti-money laundering & counter-terrorism check and signing of our Child Safeguarding Policy & Code of Conduct and RACS Workforce Conduct Policy.
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