
 

Senior Secondary (Including VCE) Resource Coordinator 
The Operating Environment  

Active Education 
Australia  

The purpose of Active Education Australia is to enable all people to lead active 
and healthy lives. Our foundation is built on the enhancement, support and 
advocacy for highest quality health and physical education (HPE) across 
Australia, and from this base we have broadened to embedding physical 
activity into schools as well as connecting education, health and sport together 
better.  
 
Active Education Australia operates nationally, ensuring its services and 
resources are accessible to end users nationwide. 
 
Active Education Australia prides itself on the delivery of high quality, relevant, 
and accessible professional learning to encourage optimal teacher and student 
outcomes in health, physical education and physical activity 
 
Active Education Australia  also provides evidence-based, informed consulting 
services to a range of government, education-focussed and sport industry 
organisations. The expansion recognises the opportunity and need for these 
services nationwide to enhance teacher and student outcomes in health and 
physical education.  

Active Education 
Australia culture 

Active Education Australia’s values include trustworthiness, respect, 
community, collaboration, and growth, and we strive to create an environment 
of collaboration and safety so all staff can fully belong, perform with 
excellence, and seek innovation and improvement. 
 

Team Overview Active Education Australia’s organisation structure has three key pillars: 
1. Products and services 
2. Consulting 
3. Business support 

 
The purpose of the products and services pillar is to lead, develop and grow 
Active Education Australia as the leaders in professional learning to build 
capacity in teachers for optimal student outcomes in HPE and school based 
physical activity, sport, and active recreation. 
 

Position purpose The overall purpose of this position is to ensure Active Education Australia is 
providing high-quality, impactful and relevant professional support to 
teachers, school leaders and other professionals working within the education 
sector, focusing on Senior Secondary / VCE. 
 

 

  



 

Position Description 
Position Title Senior Secondary Resource Coordinator 

 

Type of Employment Full Time 
 

Location Role allows for combination of office and home-based work.  
 
Active Education Australia’s office is located at La Trobe 
Sports Stadium, La Trobe University, Bundoora. 
 

Reporting line for position Position reports to General Manager Services 
 

Positions reporting to this role Whilst this position does not have direct reports, Active 
Education Australia’s Office Manager supports this role 
through the completion of some resource formatting services  
 

Salary range for the role $110,000 - $115,000 p.a. plus Superannuation 
 

Who this role is for 
 
 
 
 
 
 
 
 

 

Active Education Australia is actively building a customer-
focused, quality framework for the professional resources we 
create and distribute. We are seeking a person who can focus 
on VCE / Senior Secondary and optimise our resource 
coordination activities to achieve these objectives and provide 
Active Education Australia with a high-value proposition within 
the industry.  
  
The role is ideal for someone with resource coordination or 
professional learning experience in the VCE / Senior Secondary 
Health and PE context. 
  
You will be proactive and strategic in your approach and 
comfortable in a multifaceted role as well as enjoy 
engagement with multiple stakeholders – both internal and 
external.  
 
This provides an opportunity for the successful candidate to 
enable innovation in the way we provide professional learning 
services to our community.  

 
  



 
 

Key Accountabilities 
Trial Exam and 
SACs 

• Coordinate and manage the Active Education Australia Trial exam and 
SACs, including the development, writer management, quality control, 
marketing, and continuous improvement of the portfolio. 

• The role currently focuses primarily on VCE Trial Exam and 
SACs, but due to the nationwide expansion of the organisation 
will include the development of Senior Secondary-relevant 
resources nationwide 

In-school 
workshops 

• Coordinate, in conjunction with Resource Coordinators, the Active 
Education Australia Senior Secondary / VCE in-school workshops, 
including the development, marketing, delivery, and continuous 
improvement of the program 

Senior 
Secondary 
(including VCE) 
Resource 
Coordination 

• Creation, management, and implementation of the Senior Secondary 
resource roadmap 

• Identification of new opportunities for Senior Secondary resources 
nationwide 

• Assist the Office Manager with administrative tasks related to Senior 
Secondary resources  

Professional 
Learning 

• Contribute to the development of professional learning strategies 
through proactive engagement within the Professional Excellence 
team as well as the broader organisation.  

• Strategies may occur on a range of platforms and in a variety of 
situations, including events and workshops, webinars, resource 
development, industry engagement and stakeholder engagement.   

Organisational 
excellence 

• Proactively contribute to Active Education Australia’s strategic and 
operational goals by achieving individual, team and organisational 
performance goals.  

• Actively engage with, promote, and instil our organisational values.  

 

Skills and Experience 
Qualifications - required 

• Tertiary qualifications (graduate or post-graduate) in education or related field. 

 

Experience required / selection criteria 

• Knowledge of the Health and Physical Education curriculum within VCE secondary and 
and/or tertiary settings. 

 

Experience desired but not required 

• Knowledge of the Health and Physical Education curriculum within Senior Secondary and 
and/or tertiary settings in states other than Victoria 

• Teaching experience of the Health and Physical Education curriculum within secondary 
and/or tertiary settings an advantage 

 

  



 
 

Application Process 

To apply for this position please provide: 

• A cover letter (no more than 1 page) addressed to Jason Doherty, General Manager 
Services.  

• Please include an indication of your availability to commence in the role if 
successful. 

• Your CV (no more than 4 pages). 

• A response to the selection criteria (no more than 3 pages). 

 

Please note, we will commence screening and interviewing for this role shortly after the job 
advertisement is released. If you are intending to apply, we encourage you to do so as rapidly 
as possible.  

 

We reserve the right to close the application process as soon as sufficient applications of the 
appropriate merit are received. 

 

Applications close: Friday 27 February 2026. 

 

Confidential discussions prior to application are welcomed. All applications, enquiries or 
discussions can be directed to Jason Doherty (General Manager Services) on 0430 104 075 or 
j.doherty@activeeducationaustralia.edu.au 

 

Active Education Australia values diversity and inclusion in all forms - gender, religion, ethnicity, LGBTIQ+, 
disability and neurodiversity. Aboriginal and Torres Strait Islander candidates are strongly encouraged 
to apply.  

Applicants requiring adjustments can contact the nominated contact person. 

 

We require all applicants to undergo background checks and screening prior to or during any 
appointment. Active Education Australia’s Child Sate Statement of Commitment can be found at 
achper.vic.edu.au/achper/about/policies-and-position-statements/policies/public/about/Child-Safe-
Statement-of-Commitment.aspx 

 

 


