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Position Title  Project Officer 

Program Food Ladder Greenhouse Project 

Term 0.4 - 0.6 FTE, Fixed Term – 12 months 

Classification Level 3 

Reports To Executive Officer 

Date created/revised  June 2026 

 

Vision  

Greater Shepparton Lighthouse offers all young people the chance to realise their full potential and thrive.  

 

Purpose 

To improve the wellbeing and educational outcomes of young people from conception to career. 

Commenced in 2014 the Lighthouse Project is leading a community movement that involves hundreds of local people 

in supporting every child to succeed. 

The Lighthouse Project is an evidence-based project that engages parents, young people, residents, community 

leaders, government, funders, thought leaders and academics. 

We track, monitor, and improve the trajectory for all children so that more are ready for school; transition 

successfully to secondary school; are healthy and happy in their teens; complete year 12 and transition to work and 

post-secondary study. 

 

Role  

The Project Officer is responsible for leading the establishment, implementation and initial operation of the Food 

Ladder Greenhouse Project at Greater Shepparton Secondary College. The Project Officer is responsible for the 

activation of a local community of practice to connect the three school Foodladder Greenhouses in the Greater 

Shepparton cluster.  

 

The role will support collaboration between the school, Food Ladder, Greater Shepparton Lighthouse Project and 

community stakeholders to ensure successful delivery of the greenhouse initiative and its educational, wellbeing 

and sustainability outcomes.  

 

The Project Officer will facilitate engagement with students, staff, volunteers, and community partners while 

ensuring effective project coordination, implementation, and project communication, and reporting. They 

will also act as a connector between the three Food Ladder schools in the region, encouraging collaboration and 

engagement with Food Ladder’s established Community of Practice and linking to the broader network of 50 

schools nationally.  

 

The Project Officer will also be responsible in establishing links between key champions and educators within the 

school community to access and embed the AI enabled lesson plans into curriculum design and delivery. 

 

Additional hours available for the right candidate to support the Lighthouse Backbone and program operation.  
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Deliverables 

 

Project implementation 

• Coordinate implementation activities for the Food Ladder greenhouse project build at Greater Shepparton 

Secondary College  

Stakeholder Engagement  

• Build positive relationships with school staff, students, families and community partners  and act as a key 

liaison between Greater Shepparton Lighthouse Project, Food Ladder and other schools in the network  

• Support partnership development with local businesses, organisations and volunteers.  

Program Support  

• Support student and staff engagement in greenhouse activation, professional development and events 

• Support development of processes that ensure long-term sustainability of the program  

Administration & Reporting  

• Prepare reports, updates and project documentation as required  

• Assist with grant reporting and acquittal requirements  

 

 

 

 

 

 

Qualifications & Experience 

• Relevant qualification in project management, community development, education, sustainability or related 

fields (desirable) or 

• Demonstrate 2 years' evidenced experience in a relevant role  

• Intermediate/advanced ability with Microsoft Office Suite 

Employment Requirements 

• National police record check  

• Current employee Working with Children Check  

• Victorian Drivers Licence 

• Physical ability to safely stand; sit; push; pull; lift; carry items up to 10 kilos in weight   

 

Key Criteria 
Demonstrated: 

Essential: 

• Demonstrated experience in project or program coordination  
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• Strong organisational and time management skills  

• Excellent communication and interpersonal skills  

• Ability to build collaborative relationships with diverse stakeholders  

• Ability to work independently and as part of a team  

• Strong administrative and computer skills  

• Commitment to child safety and inclusive practice   

• Experience working within education, community or youth settings  

 

Desirable: 

• Knowledge of horticulture, hydroponics or food systems  

• Experience coordinating volunteers or community partnership initiatives  

• Experience in grant-funded project delivery  

 

Key Relationships 

• Greater Shepparton Secondary College staff and leadership  

• Food Ladder representatives  

• Greater Shepparton Lighthouse Project staff  

• Students and families  

• Community organisations and local businesses  

• Contractors, volunteers and service providers  

 

 

 

 

Performance Indicators  

Success in this role will be measured by:  

• Effective completion of greenhouse project build and activation  

• Positive stakeholder and community engagement  

• Student and school participation outcomes  

• Timely completion of reporting and project deliverables  

• Contribution to long-term sustainability of the program  

 

Key Accountabilities 

Content Delivery:  In consultation with the various Greater Shepparton Lighthouse Co-ordinator’s, develop and 
deliver a suite of creative and appropriate opportunities for young people across the Programs. 

Relationship Management:  Engage across various settings to foster collaboration, partnerships and opportunities 

for young people. 

Innovation and Promotion:  Help build and sustain our movement for change. Build networks and relationships 

that support young people, Lighthouse, and the case for change. 

Workplace Health and Safety: Be accountable for your health, safety and wellbeing and demonstrate compliance 

with internal policies and procedures related to OHS and Workers Compensation. 
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Behaviour – Core Capabilities 

Motivation/Time Management 

Definition: Possesses sustained energy and determination to set and meet challenging objectives. The ability to 

organise resources to achieve a standard of excellence in outcomes and monitor on-going performance. 

Demonstrated Actions: Constantly seeks to improve own performance.  Takes responsibility for own work to 

achieve quality results.  Meets deadlines and follows through on commitments.  Sets own work priorities and uses 

tools to manage their time effectively to achieve work objectives. 

Communication 

Definition: The ability to effectively share ideas, thoughts, information, and feelings with a diverse range of 

audiences to develop two-way understanding.  It includes speaking, listening and written communication skills. 

The ability to influence others towards a desired way of thinking or course of action and to secure agreement to 

achieve common goals through effective negotiation. 

Demonstrated Actions: Speaks clearly and respectfully in a confident manner.  Seeks to understand the viewpoint 

of others and asks questions to clarify meaning.  Conveys ideas clearly to others, both verbally and in print.  Co-

operates with others, shares relevant information, and seeks information from others as required.  Sells ideas and 

is persuasive in influencing people.  Gains clear agreements by presenting own position clearly and considering 

alternative viewpoints. 

Flexibility and Adaptability/Change Management 

Definition: Is open and receptive to appropriate change.  The ability to manage and shift priorities as required, 

and to incorporate new approaches in support of changing business needs.  Possesses confidence in challenging 

the status quo and providing input to change efforts. 

Demonstrated Actions:   Willingly adopts different approaches to achieve results.  Adapts behaviour in response 

to constructive feedback.  Accepts changes in job role in a positive manner.  Is open to new and different ways of 

doing things. 

Service Focus 

Definition: A desire to help or meet the needs of others. The ability to respond to the changing needs of the client 

while maintaining a high standard of quality. 

Demonstrated Actions:   Responds promptly to the needs of the client even when under pressure.  Maintains 

clear and appropriate communications with the client. Demonstrates active listening and questioning skills to 

identify client needs and issues. 

Teamwork 

Definition: The ability to work cooperatively across organisational boundaries to achieve shared goals. Possesses 

an understanding of team dynamics and provides tangible contributions to teams, fostering collaboration and an 

environment of mutual trust and respect. 

Demonstrated Actions:   Understands the work of the group and demonstrates a commitment to team goals.  

Treats others fairly and equitably.  Encourages cooperation and collaboration.  Works effectively in a team 

environment.  Relates well to other team members. 

Leadership  

Definition: The ability to lead, guide and motivate groups of people to deliver results, build teams and encourage 

risk taking, initiative and responsibility.  The confidence to display leadership even when not acting in a formal 

leadership role. 
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Level of Authority  

Authority to approve expenditure (less than $300) 

Any decisions outside the level of authority are to be referred to the Business Manager or the Executive Officer, 

Greater Shepparton Lighthouse. All media responses and publications are to be referred to the Executive Office for 

consideration and approval. 

 

 

Sources of Guidance provided by the Organisation 

• Policies and Procedures  

• Strategic documents   

• Policies and Procedures relating to the 

relevant schools 

• Code of Conduct  

• Volunteer Guidelines  

• Work, Health, and Safety Act 

• Child Safe Standards Victoria 

 

• The Governance Institute Australia, 

governance principals and standards 

 

 

Project Officer– Food Ladder 

 

Name………………………………………………….Signature………………………………………………………….. 

Date: ………………………………………………………….. 

 

Executive Officer 

 

Name…………………………………………………………….Signature………………………………………………………….. 

Date: ………………………………………………………….. 

Demonstrated Actions:   Appreciates and supports the contributions of others. Motivates others to contribute 

through own enthusiasm. Is aware of own personal strengths and development needs.  

Diversity and Inclusion 

Definition: Works to create a culturally safe welcoming and inclusive workplace.  Recognises and respects 

differences in culture, style, and viewpoint.  Responds in culturally appropriate ways; particularly when working 

with:   

• Aboriginal and Torres Strait Islander people,   

• people who identify as Lesbian, Gay, Bisexual, Transgender or Intersex  

• people with a culturally or linguistically diverse background  

Demonstrated Actions:   Promote a culture of collaboration, inclusiveness and opportunity 
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