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Position Description 

Created: February 2019 

Position Title:  

EFT: 

Department: 

Location: 

Community Fundraising Coordinator 

1.0 

Fundraising 

Brisbane, Queensland 

Position reports to: 

Position supervises: 

Community Fundraising Team Leader – ACT, NSW & QLD 

Nil 

Purpose of Position: The Community Fundraising Coordinator is responsible for assisting to grow 

community fundraising revenue and community development through a number of mediums. 

Position Objectives and Responsibilities 

 

 Contribute to increasing the income of Dementia Australia through 

community fundraising 

 Coordinate and grow existing community fundraising campaigns/streams 

such as Collection Day and In Memoriam 

 Recruit participants of the community fundraising tiers of the existing 

flagship live event Memory Walk & Jog, DIY Memory Walk & Jog and My 

Memory Walk & Jog, through state-wide promotion and targeted 

engagement 

 Liaise with key volunteer groups wanting to assist with fundraising 

including corporate volunteers fulfilling requirements, Bunnings stores for 

BBQ days etc 

 Utilising volunteers or another preferred avenues, develop a sustainable 

fundraising model for circulating and maintaining collection boxes 

 Correspond with relevant 3rd party agencies and other suppliers to ensure 

that Dementia Australia is maximising the relationships 

 Track relevant income budgets under the guidance of the Community 

Fundraising Team Leader, including all elements from administration, 

accounts preparation and coding, recording and reporting to ensuring the 

final income result is accurate 

 Take a proactive approach to understanding how Dementia Australia’s 

programs work and find compelling stories to communicate to supporters 
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 Continually look for ways to develop your work areas to help enhance 

acquisition and retention, propose tests of new approaches to the 

Community Fundraising Team Leader and the wider team as appropriate 

 Explore new avenues such as F-2-F and telefundraising 

 Use numerous fundraising platforms (e.g. Just Giving, Everyday Hero and 

GoFundraise) efficiently to leverage opportunities 

 Provide support for fundraising events and activities, including speaking at 

events when necessary 

 Provide support on fundraising events outside of Community Fundraising 

including Memory Walk & Jog 

 Assist with Dementia Australia events (requires some weekend and 

evening work) 

 Undertake any other task within the scope of the role/function as directed 

by the Community Fundraising Team Leader or National General Manager 

of Fundraising 

 Demonstrate Dementia Australia values 

 Abide by DA policies and procedures as changed from time to time 

 Other duties as required by the Community Fundraising Team Leader or 

National General Manager of Fundraising 

Organisational 

Responsibilities  

 Communicate and act in ways that are consistent with the organisation’s 

values.  

 Support and promote the work of the organisation, maintaining a positive 

image of the organisation. 

 Apply and uphold the principles of a respectful, inclusive and diverse 

workplace, free from discrimination, harassment or bullying.  

Policies and 

Procedures  

 Adhere to, and comply with organisational policies, processes and 

procedures, using appropriate systems where required.  

 Model the organisation’s values, play a role in raising the profile of these 

values and associated behaviours across the organisation  

 Demonstrate a strong commitment to a quality culture, implementing 

standards of excellence and a continuous improvement business focus   

 Support and promote a strong safety culture by ensuring all work activities 

are performed in compliance with the organisation’s Work Health and 

Safety Policy 

 Qualifications: 

 Tertiary qualifications in Fundraising or Events would be highly regarded 
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Skills, Knowledge & Experience: 

1. First and foremost must have the passion to be a ‘fundraiser’ and possess an entrepreneurial 

approach to the role * 

2. Experience using design software such as Adobe Indesign, Photoshop etc * 

3. Experience using the key online fundraising platforms * 

4. An understanding and interest in social media * 

5. Integrity and credibility at all levels and particularly when representing the organisation to 

funders and suppliers  * 

6. Good writing and editing skills and the ability to constructively critique copy and creative 

produced by others * 

7. IT/computer literate using MS packages e.g. Word, Excel (very good working knowledge) and  

8. PowerPoint  

9. Numerate with some hands-on experience of monitoring income and / or expenditure budgets 

is desirable, or at minimum the ability and willingness to learn 

10. Cross-organisational relationship skills 

11. Positive, outgoing, resilient personality 

12. Excellent interpersonal skill with an ability to build relationships at all levels of the 

organisation 

13. Excellent written and verbal communications skills 

14. A self-starter with an ability to work to tight deadlines 

15. Capacity to problem solve and negotiate with others 

16. Creative, imaginative and a willingness to try anything 

17. Excellent time management skills 

18. Excellent attention to detail and note taking skills 

* Key selection criteria 

Conditions of Employment: 

 A six month qualifying period applies to all new incumbents. 

 Salary packaging is available. 

Additional Requirements: 

The (prospective) employee will be required to: 

1. Maintain a current driver’s licence in the relevant state. 

2. Provide evidence of entitlement to work in Australia, the maintenance of such entitlement                                                                                                                                                    

being critical to continuance in the role. 

3. Undertake a Police Check prior to being offered the position. 

4. Be flexible in work hours at times to meet the reasonable demands of this position. 

5. Be willing to undertake travel as may be required with the position. 
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Signatures: 

The employee’s signature indicates: 

 that the employee has read, understood and accepted this Position Description. 

 that the employee is not aware of any condition (physical or psychological) which may 

negatively impact on his/her ability to carry out the duties as described. 

 

Employee: Manager: 

 

Name:  __________________________  Name:  __________________________ 

 

Sign:  __________________________  Sign:  __________________________ 

 

Date: __________________________  Date:   __________________________ 

 

 


