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		Position Description




	POSITION:
	Learning & Capability Lead

	CLASSIFICATION:
	SCHADS Level 5

	REPORTS TO:
	Head of Capability & Wellbeing

	DATE  CREATED:
	April 2026


	

	ORGANISATIONAL ENVIRONMENT

	MCMG (MCM Group) is a leading community services organisation that innovatively works alongside thousands of Victorians and their communities to overcome barriers, offering a broad range of support in Homelessness, Family Services, Disability, Early Childhood Intervention Services, Palliative Care, Education and Mental Health. With deep experience working with communities experiencing disadvantage, MCM advocates for systemic change, working across all sectors to sustainably disrupt such disadvantage. Since 1854, MCM has been striving for those experiencing disadvantage to live their life, their way.


	DIVERSITY, EQUITY OF ACCESS, AND INCLUSION

	MCM is committed to inclusion, equity of access and diversity. We know that diversity helps us to innovate and make the biggest impact possible. Our DEI Strategy, On for Inclusion, supports and drives an inclusive workplace culture. We recognise that many people continue to face systemic barriers within an employment context, particularly those from First Nations, culturally and linguistically diverse, disability and LGBTIQA+ communities. We are committed to inclusivity and want to continue to learn from and grow our diverse workplace culture. This includes supporting your individual employment needs wherever reasonably possible.


	POSITION CONTEXT

	The role is part of the broader People, Quality & Safety Department, the Capability & Wellbeing Team is accountable for the delivery of the function’s strategy. As a diverse organisation, each of our programs typically take accountability for local training needs, with the central Learning & Capability function enabling the organisational strategy through broader organisational capability and learning programs.   

Some of the themes we are exposed to are of a sensitive nature including but not limited to mental health, distress, addiction, family violence, abuse, trauma, and grief. We recognise these topics can elicit strong emotions and ask that candidates consider their suitability to regularly work with this content.    

	POSITION PURPOSE

	
The Learning & Capability Lead (LCL) lays a key role in shaping, designing and delivering high‑quality learning and capability initiatives across the organisation. The role operates across both strategic and tactical domains, partnering with leaders to identify current and future capability needs, ideating and designing fit‑for‑purpose solutions grounded in behaviour change principles, and then personally leading those solutions through to execution. This includes working comfortably with ambiguity, diagnosing performance and capability gaps, translating insight into practical learning and performance solutions, and end‑to‑end ownership of development, build, facilitation, implementation and evaluation. 

The LCL is expected to lead learning and capability initiatives, influence stakeholders, and work cross‑functionally to turn strategy into action. This role requires a practitioner who can think strategically, design creatively and execute pragmatically, taking accountability for turning ideas into impactful, embedded learning solutions. This position operates at the Self Leadership level in the MCM Leadership Capability Framework.

	POSITION DUTIES AND RESPONSIBILITIES

	Business Partnering 
· Translate organisational and functional strategy into practical, scalable learning and capability solutions
· Scope and investigate solutions and provide flexible, practical and informed recommendations to solve learning and capability gaps, engaging with stakeholders in the process 
· Build relationships with stakeholders to design and develop the best outcome, including spending time on site with operational teams to understand operational realities and how solutions might land
· Attend business meetings, forums and other engagement activities to build relationships and an understanding of organisational priorities 
· Engage with and participate in internal working groups and committees
· Facilitate meetings, discovery workshops and related sessions
· Take ownership of learning programs and content (including our systems, AI and tech offers)
· Partner with project teams and leads to design, develop and implement learning and training solutions
· Partner with leads to help build their capability as trainers and presenters (train the trainer)
· Work with leaders to frame ambiguous learning and performance problems, test assumptions and define success beyond training completion.
· Partner with project teams to provide program support, working end to end, including but not limited to developing the learning scope, project coordination of content development, coordinating learning offers, mitigating risks, tracking deliverables, negotiating outcomes with stakeholders (clarifying roles, workflows, setting timelines, responsibilities), and directing the work of contract instructional designers or consultants as required
· Support the maintenance and continuous improvement of the Learning & Capability programs and frameworks, applying feedback.
· Contribute to broader learning and capability projects and initiatives, working collaboratively with others across the team and organisation

Content Production, Facilitation and Implementation
· Personally build and produce learning solutions and assets, applying content writing, research and visual design skills, to develop learning offers, training tools, job-aids, resources, short videos, eLearning, live sessions, train-the-trainer packs, competency checks, assessments, SharePoint pages, presentations etc
· Facilitate and deliver learning sessions, workshops and programs, both virtual and face‑to‑face. 
· Implement solutions into business‑as‑usual practice, including stakeholder enablement, communications and embedding supports. 
· Evaluate impact with a focus on behaviour change and application and iterate solutions accordingly.
· Learn and apply new tools and technologies to support your learning solutions
· Facilitate, host and present workshops, group sessions and educational programs. 
· Implement programs working end to end on the coordination and deployment mechanisms including hosting, workplace training, event management, comms, promotion, reporting, participation, LMS set up, embedding support, and BAU approach. 
· Write and deliver internal marketing & comms plans which support the promotion, adoption and awareness of programs and initiatives. 
· Evaluate programs through applying one or more of feedback surveys, assessing behaviour change, communicating the outcomes, and iterating 

Department Operations 
· Act as an escalation point for the Learning & Content Coordinator when resolving inbox queries 
· Work collaboratively with the Learning & Content Coordinator to deliver initiatives 
· Maintain data integrity, change logs and compliance with training records. 
· Maintain and update SharePoint pages and content and use the document management system 
· Contribute to and champion department initiatives and communications. 
· Develop expert skills in the use of the LMS and content library and leverage it in your work.  
· Produce department reporting and track budgets as required. 
· Contribute to continuous improvement and engage in your own learning.
· Participate in supervision/one-to-ones and participate in department programs.
· Provide leave, absence cover and back up support to others in the team. 
· Provide temporary supervision and support department operations when requested. 
· We work in a Hybrid work model. The role is expected to invest 50% of their time each fortnight working from a site. Including one day per week at our Head Office. The remaining days can be worked from a site office in alignment with partnering activities and work priorities.

Generic and Compliance Responsibilities
· Work as a constructive team member, including building and maintaining positive interpersonal
· relationships.
· Apply the Organisational Commitments and Requirements (detailed below), including Child Safety
· and Safety of Vulnerable People, Workplace Health and Safety, Operational Accountability, Diversity,
· Equity of Access and Inclusion, and Position Description Maintenance.
· If approved to work from home, comply with all the requirements in the MCM Working from Home Workstation Self-assessment Checklist.
· Demonstrate MCM’s Values (detailed below).
· Ensure services are delivered within the framework of MCM’s policies and procedures, legislative requirements, relevant service standards, and MCM’s Code of Conduct, and MCM’s Values.
· Comply with MCM’s Employment Safety Screening Procedure.
· Perform other duties and responsibilities within the scope of the employee’s skills, competence and training as directed by a person in any more senior role within MCM.

	KEY SELECTION CRITERIA

	Essential Criteria
· Qualification in Psychology, Organisational Development, Human Resources, Arts or a related field 
· Demonstrated experience working from problem definition through to solution design and delivery, including ideation, content development and facilitation
· Comfort working with ambiguity and translating complex or emerging needs into practical, behaviour‑focused learning solutions
· Experience in generalist learning and development role with experience in one or more of the following domains: leadership development, frontline leader development, emerging talent programs, technical and systems training, practice development or performance reviews and development programs 
· Demonstrated stakeholder engagement and business partnering experience. Experience working closely with HR to understand organisational culture and team dynamics is desirable
· Excellent written and visual communication skills, with a strength in writing instructional content and ensuring materials are visually professionally presented
· Strong facilitation and presentation skills, for a variety of audiences both virtual and face-to-face
· Demonstrated knowledge of change management, behaviour and human centred design principles 
· Exceptional project management, organisational skills and drive to move projects forward – driving multiple projects at the same time 
· Proficient in using eLearning and multimedia authoring tools, for example Articulate Rise, Canva and Clip Champ and comfort filming short form educational videos 
· Demonstrated learning agility and curiosity to self-teach new skills, try new ways of working and designing and demonstrated efforts to stay current in L&D practice
· Resilient in receiving feedback on work, applying it and moving forward
· Ability to work in the hybrid working model and attend sites

Essential Safety Screening Requirements:
· Proof of Identity Check AND Right to work in Australia
· National Police check and/or International Police check
· Current Victorian Working with Children Check (Employee)
· Current Victorian Drivers Licence


	POSITION AUTHORITIES

	Number of Reports
This position has no direct reports. However, this role may direct and supervise the work of independent contractors such as Instructional Designers to deliver on learning projects. The role may also play a mentoring role and escalation point for the coordinator. When the HOD is on leave, may need to supervise the Coordinator or relevant team members, and support department operations, when requested. 
Expenditure
Reflected on the Delegation of Authority Matrix, the employee has no expenditure approvals. Requests to spend company funds are to be approved by the HOD. 
Other Authorities
The employee acts as an administrator in the LMS. Therefore, the role may assign, allocate, edit or manage learning records as required for L&D operations. 
Supervision or Direction Required
The employee acts with general direction from the Line Manager. 
Planning
The employee is expected to manage their own time, and establish their own goals and objectives, subject to the approval and general direction of the Line Manager or delegate. 

	
Freedom to Act
The employee is expected to apply their knowledge, experience and training to make decisions regarding the progression of their assigned work.  Work priorities are to be agreed with the Line Manager as aligned to the Learning & Professional Development Strategy. 
Assistance to Higher Level
The employee advises specific people about routine matters and works through ambiguity to deliver an outcome, contributes to reviews of processes and ways of working, provides technical and specialist knowledge and consults based on professional knowledge. 


	KEY RELATIONSHIPS

	This position may have relationships with a diverse range of MCM employees, external service providers, organisations and stakeholders within the community, with the view to providing the most appropriate and effective services and supports to the people they support. Examples include:

	Internal Relationships
	Members of the People, Quality and Safety Team
MCM Leadership Group
Employees and volunteers across the group
Committees and working groups
	External Relationships
	Vendors
	

	OUR VALUES

	Employees are expected to commit to and demonstrate MCM’s values: 

	
Together

	We are inclusive and accepting of difference
We work in highly effective teams and our people are connected across our organisation
We engage proactively with others to deliver outcomes

	Courageous
	We speak up constructively in line with our convictions
We pursue our goals with determination
We are passionate about our advocacy role

	
Curious

	We are inquisitive and ask why
We challenge the status quo
We actively explore the alternatives

	Open
	We are transparent and have genuine, honest interactions
We listen and hear people’s voices
We value and respect the autonomy of clients
We trust one another

	Accountable
	We act safely in all our interactions
We manage within our financial and resource boundaries
We own our outcomes and decisions
We are proud of the work that we do

	

	ORGANISATIONAL REQUIREMENTS AND COMMITMENTS

	Child Safety & Safety of Vulnerable People
MCM is a Child Safe Organisation, committed to the safety and wellbeing of children, young people, people with disability, and other vulnerable people. We have zero tolerance of abuse and neglect of all vulnerable people. MCM is committed to providing a safe environment in which children and vulnerable people are protected from violence, abuse and neglect. All employees must:
· Comply with the Child Safe Standards at all times.
· Maintain a safe environment in which children and vulnerable people are safe at all times.
· Actively prevent, and immediately report to MCM, any violence, abuse or neglect of any child or vulnerable person.

Workplace Health & Safety
MCM’s has zero tolerance for compromised worker safety. We endeavour to provide a working environment that is safe for all employees and people who use our services. As an employer, MCM adheres to Occupational Health & Safety regulations. All employees must:
· Comply with all MCM policies related to Occupational Health and Safety in the workplace. 
· Take reasonable care of their own health and safety, and the health and safety of their colleagues, service users, and others who may be affected by the employee’s acts or omissions in the workplace.
· Immediately report to MCM any hazards or incidents.

Code of Conduct and Operational Accountability
MCM is committed to operating efficiently and ethically and remaining operationally and financially sustainable. All employees must:
· Operate within the requirements of MCM’s accreditations, registrations, policies and procedures, Code of Conduct, and regulatory guidelines.

Position Description Maintenance
Position Descriptions change over time, due to a wide range of organisational, technological, financial, geographical, service, systemic, legal, and individual factors. All employees must:
· Maintain position description currency by communicating, discussing and documenting necessary changes, and considering consistencies and relativities with other like-positions.
· Ensure compliance with position description, management of change, and consultation requirements in the relevant Awards and Enterprise Agreements.
· Use correct processes to apply for changes related to individual circumstances, for example, reasonable adjustments for disability, flexible working arrangements for care responsibilities, rehabilitation to work following injury, ill health or medical procedure or transition to retirement.
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