
 

 

Position Description June 2022 

Program Coordinator  
 
 

Introduction  
At Startup Shakeup we are proud to have a team culture based on enthusiasm and shared 
passion for what we do, supportive with active collaboration, and a shared ability to be agile 
and flexible when needed (just think of Covid restrictions!). We are looking for an enthusiastic 
self-starter to join us who brings strong people skills, with programming, project 
management and attention to detail, working with us in an exciting and critical role. You will 
work across core programs we offer to the regional community and support the team in their 
programs and ideas. This role also contributes to newsletters, publicity and PR, and works 
closely with the social marketing team.   

Background 
Welcome to Startup Shakeup, the community for those wanting to inspire and accelerate 
regional innovation in North East Victoria. Whether you’re a Startup, Shakeup or Innovator, 
we are here to support people who do it differently.  

Startup Shakeup is recognised as a leading regional innovation ecosystem in Victoria, being 
a catalyst for innovation and regional economic growth and offering programs that nurture 
purpose, confidence, capacity and connections. Our aim is to support businesses at every 
stage from idea to scaling and growth, making our programs a ticket to networking and 
educational events that support our mission to support businesses in this region solve 
problems and support causes that shape our future..  

We are a regionally based Not-For-Profit with a skills based Board that bring Regional, State 
and National connections. We are proud to work in partnership with local governments 
across North East Victoria, and a number of other partners and sponsors. Founded in 2018 as 
a local government project, we now lead the innovation community in North East Victoria, 
and our values remain centered on collaboration – together we can do more.  

Scope, Terms 
This role is a fixed price contract of up to 24 hours pw at $45ph+GST(neg) to be worked 
according to the needs of the Startup Shakeup project and its programs until 30 June 2023. 
As a core role we expect to renew this contract, subject to funding from our regular partners. 
You will be required to invoice SUSU Ltd on a monthly basis, with a detailed invoice showing 
hours worked, tasks undertaken, and KPIs met.  

As a small NFP, Startup Shakeup Ltd does not have a central office and we are all home 
based.  Thus applicants will be required to have their own ABN, professional indemnity and 
public liability insurance, home work space, phone and transport.  

This role will report to the CEO and work in collaboration with other Startup Shakeup staff 
and the staff of other organisations working with us on Startup Shakeup projects.  

This project will at times require travel across North East Victoria and maybe further afield.  

Statement of Requirements  
• Delivery of the deliverables and KPIs found overleaf 
• High level of digital literacy to use core SUSU software programs.  
• Regular liaison and collaboration with the Startup Shakeup team and MD; and 
• Commitment to grow and nurture the SUSU innovation ecosystem and networks.  



 

 

Deliverables 
Across the region this role includes the following activities   

Item Details KPIs 

Engagement Programs 

Meet-Ups   
  

Arrange meet-ups across the region 
collaborating with staff from local 
organisations e.g. LGAs / Chambers  

One meet-up every month, hosted by 
various SUSU staff with 15 participants  

Campfire Chats  
  

Arrange monthly masterclasses that 
feature regional innovators (online) 

Monthly masterclass online, hosted by 
various SUSU staff with 20 participants 

Hackathons Arrange two hackathons pa each 
focusing on a particular topic  

Hackathon every 6 months attended by 
25 participants, with actions forthcoming  

Events 
  

Occasional event organization in 
collaboration with SUSU team and 
staff from other organisations  

Occasional events such as Launches 
(every 6m) and Pitch Nights (annual) run 
smoothly   

Capacity Building Programs  

Bootcamps Arrange quarterly online Bootcamp 
(format and content established)  

One Bootcamp run by SUSU team with 
GHD with 15 participants  

Regional Skills 
Network   
  

Work with SUSU team to manage 
RSN incl Advisor EoIs; liaising with 
Startups / Shakeups to assess needs; 
matching Advisors and follow up.  

Build out existing RSN program, 
rethinking and maintaining 
documentation and reporting.  

Incubator Support  
  

Event and admin support for the 
SUSU Incubator program 

Smooth intake for each incubator, 
bootcamps & launches organized 

SUSU Team Support  

PR, comms and 
socials  

Integral to this role is an ability to 
develop PR, comms and socials (we 
also contract some of this out)  

Awareness of the various programs with 
consequent engagement and bookings 

General Program 
and Admin 
Support    

Collaboration with the SUSU team 
and MD. This also involves work on 
our CRM, evaluation and report input.   

Admin and program support when 
needed by the SUSU team 

Supervision   Meetings & 360o supervision  Regular catchups with team & CEO. 

Records Management and Confidentiality  
The contractor must confirm that all materials are frequently saved securely in the central 
filing system ie all material brought into existence as part of, or for the purposes of, 
performing the service. This material must include, but not be limited to, reports, documents, 
maps, information, and data stored by any means. The Program Coordinator must not 
disclose or make public any information or material acquired or produced in connection with 
or by the performance of the consulting service without prior approval in writing of the MD.  

Quality Assurance  
The overall project is governed by the policies and procedures of Startup Shakeup Ltd.   

Further Information and Expressions of Interest  
To discuss this role please call Ilena Young, MD, 0427 283 101  
To apply, email a cover letter addressing the items in this PD to ilena@startupshakeup.org. 
Applications close 1st July at midnight. We look forward to hearing from you.  

mailto:ilena@startupshakeup.org
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