
   
‘Helping our members stay healthy, get well, live better and deliver peace of mind’ 

 

POSITION DESCRIPTION 
PROJECT COORDINATOR 
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Position Summary  

The Project Coordinator will support the work of the Project Management Office, providing instrumental start-

up support, and high level Technical contributions, to key projects involving Information Technology aimed at 

achieving St.LukesHealth’s business objectives.   

The Project Coordinator works closely with Project Management Coordinator and project teams with the 
directive to efficiently capture all technical and business requirements, interact with vendors to plan, design, 
and maintain a holistic and detailed view. 

Key Capabilities 

Essential 

 

 

• 3 years’ experience in project delivery, including completing multiple 
projects on time, within budget and delivering high quality outcomes. 

• Advanced Business solution and Technical skills 

• Maintaining and monitoring project plans, schedules, resourcing, and 
project interdependencies. 

• Knowledge of ICT industry best practice 

• Experienced in vendor and contractor management, risk and change 
management 

• Participating in project meetings with very good interpersonal skills to 
communicate with a diverse workforce 

• Documenting and following up on important actions and decisions from 
meetings. 

• Ensuring projects adhere to the Project Management framework and all 
documentation is maintained. 

• Advanced verbal, written and presentation skills. 

Qualifications Minimum qualification, Diploma in Information Technology / Project 
Management 

Preferred • Proficiency in System Integration mapping, Software 

Development methodology, Software procurement, UX 

Mapping 

• Ability to think holistically 

• A current driver’s license and Police Certificate 

Employment Conditions Permanent full time – salaried position 
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Reports to Project Management Office (Chief Information Officer) 

Working location Based in Launceston, inter and intrastate travel may be required. 

Professional Development At St.LukesHealth your professional development plan will focus on helping you 
develop and grow at every level of your career to identify and develop strengths 
to enable you to do your best work every day. 

1 Key Responsibilities 

1.1 Responsible for collaborating on and co-creating products/services with designers, developers and 
vendors in Information Technology.  

1.2 Identifies and analyses business system requirements 
 
1.3      Ensure that the research/procurement/development/implementation of the Technical solutions are 

aligned to the Fund’s project requirements.  
 
1.4      Work with Fund knowledge specialists, end-users and customers, report on goal and target 

specifications, solve any conflicts that arise and minimize risk.  
 

1.5 Follow up on any actions, quickly address any difficulties, and escalate issues to key stakeholders and 
decision makers; 

1.6 Reporting through the Project Management Coordinator/Project Manager. 

1.7 Plan and schedule Technical project timelines aligned with the business objectives of the organisation in 
collaboration with the Project Management Coordinator/Project Manager; 

1.8 Take an active part in the project issue/risk management process, by contributing to the identification and 
prioritisation of existing and potential issues and risks and helping to develop strategies and controls to 
mitigate these.  

1.9 Establishing and maintain effective working relationships with internal and external stakeholders.  

1.10 Ensure that the relationship between the organisation and its key stakeholders are positive and 
constructive using highly developed communication both verbally and written. 

 

2 Key Result Areas  

2.1 Proactively supports and guides the Project Management Coordinator/Project Manager with high level 
project planning, understanding the key business objectives, and sourcing appropriate Technical 
solutions to satisfy those business objectives; 

2.2  Ensures all matters in relation to risk management is compliant with legislation and standards, 
identifying and managing project risks, issues and opportunities in consultation with the project team 
members and steering committees.  
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2.3 Provided high quality Technical advice to project team members when required, communicating 
effectively to provide critical information to allow for sound decision making. 

2.4 Has ensured all objectives, priorities, budgetary and timelines of the project are in alignment with the 
organisations strategic plan view. 

2.5 Ensures compliance with all relevant corporate policies and all financial, legislative and legal 
requirements as required. 
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Values 

STEWARDSHIP   Taking care of the future  

We encourage creativity and respond to the needs of our members to stay healthy, get well quicker, live better with illness 
and deliver peace of mind through the considered and innovative management of risk, capital, resources, people and products. 

I do my job well and know 
what it takes to deliver 

effective, meaningful and 
honest outcomes for our 

members. 

I strive to improve the 
experience for members 

and team mates and 
accept my part in seeking 

good outcomes for 
everyone. 

People are important to 
me and to the organisation 

so I will behave in a way 
that encourages rather 
than discourages the 

members. 

I have information that is 
important to members and 

will ensure I consider all 
their needs, working with 

others to meet those needs. 

RESPECT       Respect the individual 

Our people put the team ahead of their personal success and commit to building the capacity of each other and our 
organisation through respect, communication, empowerment, valuing the individual strengths to serve our members 

I lead by example and set a 
high standard that 

motivates and encourages 
high achievement in 

others. 

I have the power to make 
a difference in a 

member’s life and will 
ensure I treat everyone 

respectfully. 

I consciously devote my 
time and energy towards 
guiding and helping our 

members. 

I am thoughtful and 
considerate when dealing 

with members, 
demonstrating kindness and 

patience. 

EXPERIENCE    Value the engagement 

We are dedicated to partnering with our members and our people to deliver exceptional service, actively engaging with our 
community to build our reputation as innovative leaders in the health insurance industry. 

Good outcomes are the 
key focus of my service 

delivery. 

My attitude determines 
my altitude and I 

approach everything in a 
positive and constructive 

manner. 

I am a good listener and 
show sensitivity to the 

needs of members. 

I will solve member enquiries 
and issues promptly and ask 

for help when I need it. 

INNOVATION    Dare to disrupt 

We are committed to creating an ambitious and proactive environment that focusses on and encourages forward thinking 
and new ideas, partnerships, embracing change and continually enhancing the member experience. 

I strongly believe I can 
make a difference through 

my own efforts and 
acknowledge the efforts of 

others. 

I make decisions that can 
improve what we do and 

am always looking at 
ways to do things better. 

I ask insightful questions to 
encourage others to think 
for themselves and solve 

their own problems. 

I am most effective when I’m 
part of a team, contributing 
new ideas and supporting 

change. 

INTEGRITY    Do right, be real and be brave 

We are professional and honest in our working relationships striving for fairness in our decision making and in our treatment 
of one another that ultimately affects the business outcomes and builds member trust. 

I know what I’m good at 
and do this to a standard 

of excellence when dealing 
with members. 

I act professionally and 
have a pride in my 

appearance, my attitude 
and my demeanour. 

I see the best in people and 
motivate them to develop 
their skills towards better 

outcomes for our 
members. 

I show members they matter 
by being warm, sincere and 
sensitive to their feelings. 

 


