

POSITION DESCRIPTION 

	Position Title
	RACS Committee and Support Officer ACT/Victoria 

	Functional Area
	ACT/Victoria, Fellowship Experience Portfolio

	Date
	May 2026

	Reports To
	State & Territory Manager ACT, Tasmania & Victoria

	Direct Reports
	Nil 

	Primary Objective
	To provide high-level committee, event, and administrative support to the Victorian and ACT State Chairs and Committees, ensuring effective coordination of meetings, events, and follow-up actions. The role supports consistent service delivery across both jurisdictions and contributes to continuity, operational efficiency, and positive member experience.

	Key Internal Relationships
	· Victorian and ACT State Committee members
· Victorian and ACT State Chairs
· Fellows and Trainees (Victoria and ACT)
· Junior doctors and medical students
· State & Territory Manager ACT, Tasmania & Victoria
· Fellowship Services and other College staff

	Key External Relationships
	· Surgical Specialties and Medical Colleges 
· Government and Non-Government Bodies
· Event venues and service providers

	Primary Responsibilities

	· Manage incoming and outgoing correspondence for the Victorian and ACT offices, including monitoring shared inboxes, triaging enquiries, and ensuring timely responses or escalation where required.
· Provide high-level committee support to the Victorian and ACT State Committees, including preparation of agendas and papers, minute-taking, action tracking, and follow-up.
· Administer ACT events, working closely with the State & Territory Manager and relevant stakeholders to support planning, logistics, and delivery.
· Support the State & Territory Manager ACT, Tasmania & Victoria and State Chairs with day-to-day operational and administrative requirements.
· Develop and maintain effective working relationships with internal and external stakeholders across both jurisdictions.
· Undertake administration and secretarial duties as required.
· Participate in internal and external meetings as required and provide follow-up actions and reporting.
· Deliver a high level of customer service to Fellows, Trainees, and
Specialist International Medical Graduates (SIMGs), responding to enquiries, resolving issues where possible, or referring matters appropriately.
· Contribute to the implementation of College strategic and business plans at state level.
· Provide leave coverage and operational support during periods of absence within the State Office team.
· Perform other duties as directed by the State & Territory Manager ACT, Tasmania & Victoria and support colleagues as part of a small, collaborative team.

	Essential Skills, Qualifications and Personal Attributes
	· High level of verbal communication skills with the ability to communicate clearly and confidently.
· Experience of advocacy within a membership organisation, advocating for key health and surgery concerns and opportunities
· Demonstrated skills in writing and editing to a high level.
· Excellent interpersonal skills and ability to relate to people at all levels
· Ability to research and analyse information, effectively problem solve 
· and offer sound advice within the scope of service.
· Excellent time management skills, including ability to effectively 
· prioritise work and to work under pressure.
· Attention to detail and a high level of accuracy.
· Ability to work with minimal supervision.
· After hours work will be a requirement of this position.

	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
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