
	Position Name

	Events  & Donor Relationship Officer



	Reporting To
	Chief Executive Officer



	Location
	304 Henley Beach Road, Underdale SA 5032


	Award

	SACS Level 4, Year 1 ($42,567pa)


	Term of Position

	1st July 2010 to 30th June 2011

	Authorised
	Signed:                                                    
                                                                   Date       /        /

Position:  CEO


Job Context
The Australian Refugee Association (ARA) is a community-based South Australian organisation that provides settlement support for people of refugee and migrant backgrounds. ARA’s current programs offer support in the areas of initial settlement, migration, employment, accommodation, education in addition to mentoring new and emerging communities.
The Association promotes a holistic approach to the needs of refugees and sees the final goal of settlement as full participation in the social, economic, cultural and political life of Australia whilst maintaining security of personal family and community identity.

ARA’s Fundraising Team is instrumental in raising funds to cover the shortfall of costs associated with providing the breadth of ARA’s services not funded by Government Grants. The Fundraising Team is also responsible for providing ways in which the broader community can contribute to the settlement of refugees. This may be through donations, sponsorship, attendance at events or by becoming a member of ARA.
Job Specification

1. Position Statement
· The position of Events & Donor Relation Officer (EDRO) supports the CEO in achieving the fundraising targets and overall service objectives of ARA. The position is instrumental in maintaining existing, and developing new fundraising initiatives to support ARA programs. 
2.
Reporting/Working relationships

· The Events & Donor Relation Officer reports to the CEO for their day to day management.
· The EDRO works closely with ARA’s Management Team, staff and volunteers.

· The EDRO liaises with funding bodies including Government, Local Councils, Trusts and Foundations, developing strong working relationships and gaining support for ARA programs.
	Selection Criteria

Essential

· Demonstrated experience in developing, implementing and coordinating fundraising events and activities.

· Demonstrated experience in developing, delivering and analysing direct mail campaigns. 

· Demonstrated experience in developing, building and maintaining relationships.

· Demonstrated experience in managing a donor database including banking and financial reporting

· Strong administration, IT(particularly in Microsoft Office) and coordination skills with a high level of attention to detail.

· Highly developed communication skills, both verbal and written

· Ability to communicate effectively with a broad range of people

· Ability to formulate and manage financial budgets
· Ability to work in a team environment

· Reliability and achievement of the deadlines

· Hold a current South Australian Driver’s Licence

Desirable

· Experience working in a community based or charitable organisation

· Relevant recognised qualifications in fundraising

· Understanding and empathy for people from refugee backgrounds settling in South Australia

· Experience in media and public speaking.

· Copy writing skills

· Enthusiasm, creativity and initiative

Employment Conditions

· Full time position after satisfactory completion of a three month probationary period.

· Monday to Friday 9.00 am to 5.00pm – 38 hours per week. Some out of hours work will be    required        

· Ability to salary sacrifice – increasing take home pay by up to 10% of salary

· Employment with ARA is based on a satisfactory police check. 



	Key Result Area
	Key Objectives
	Key Performance Indicators

	
	
	

	Relationship and Network Development
Planning & Development
Fundraising Initiatives Implementation

Administration and Financial Management


	· Actively recruit Corporate support through a structured campaign.

· Conduct presentations to school groups and community organisations in consultation with ARA’s Cultural Awareness Coordinator

· Involve ARA staff and volunteers, including Board members, in ARA events and activities

· Develop opportunities to engage with the broader community who have the ability to become ARA supporters.

· In consultation with the CEO, develop event plans, policies and procedures that maximise the financial return of fundraising events and Appeals.

· Develop strong partnerships with key corporate and community organisations that have the ability to financially support ARA through sponsorship, workplace giving or attendance at ARA events and activities.

· Liaise closely with the CEO and external Fundraising Consultant in the formulation and implementation of ARA’s donor acquisition and retention strategy.

· Develop and be responsible for fundraising budgets, event task lists and timelines.

· Recruit and manage volunteers to effectively manage ARA events and activities.

· In consultation with the Management Team, develop effective marketing and promotional information including ARA brochures, website and Agency powerpoint.

· Develop new fundraising initiatives that build ARA’s profile in the broader community whilst raising revenue.
· Develop an effective strategy that adds value to ARA’s existing Ambassador’s program.

· Support volunteers to run small fundraising activities such as Film Nights and Chocolate Drives.

· Source and actively recruit new organisations to the ARA Workplace Giving program.

· Work closely with the CEO and external Fundraising Consultant in the implementation and management of the
· Appeal Program
· Major Donor Campaign

· Bequest Program

· ARA Newsletter

· Develop relationships and submit applications to secure donations from Trusts and Foundations.
· Maintain and expand ARA’s current membership through targeted campaigns
· Monitor and manage income and expenditure within Event / Program Budget
· Provide monthly written reports to the CEO on fundraising activities
· Work closely with the Administration Officer – Fundraising in the timely banking and recording of fundraising income.
· Ensure all funds reconcile to the monthly Bank reconciliation.
· In consultation with the CEO and external Fundraising Consultant, regularly review all fundraising events and activities.
· Analyse and review donor trends and participation at ARA events and activities
· Ensure all information entered into Gestalt is correct and done in a timely manner. 

	· Engage four additional Corporate Sponsors to support ARA activities by 31st March 2011.
· A minimum of three presentations are conducted each calendar month. Schools are provided with information on how they may support ARA. 
· ARA staff and volunteers are advised of fundraising events and activities through regular electronic and written communication.

· Strategy developed by 31.10.10 to engage broader community.
· One major event identified for implementation during Refugee Week June 2011 by 31st October 2010.
· Events Calendar completed by 31st October  2010. 
· Organisations identified by 31st October 2010.

· Face to face meetings planned on a monthly basis.

· Five organisations supporting ARA by 30th June 2011.
· Regular meetings with the CEO and external Fundraising Consultant to implement and review strategy.

· Budgets, task lists and schedules formulated and finalised four weeks prior to the event or activity.
· 10 volunteers recruited and inducted by the 31st December 2010. 

· Volunteers feel supported and aware of expected outcomes of events and activities

· Meet on a fortnightly basis with the Management Team to develop promotional material

· ARA brochures and promotional material, including powerpoint, available for distribution by 31st October 2010. 

· ARA updated Website launched on 30th November 2010.
· Five new Initiatives formulated by 31st October 2010 for review by the CEO and external Fundraising Consultant.

· ARA Ambassadors feel supported 
· ARA Ambassadors have specific events and activities tailored for them by 30th November 2010.

· Manage all relationships in a friendly and professional manner
· Volunteers are effectively managed and supported to coordinate small events and activities.

· Strategy to increase current Workplace Giving by 25% in place by 31st December 2010.
· Strategy to implement and manage programs, to be developed in consultation with CEO and external Fundraising Consultant in line with Fundraising Strategic Plan.

· Review meetings with achievable outcomes held weekly.

· Achieve revenue targets and productivity levels.
· Four applications submitted by the 30th June 2011 
· ARA information package for applications developed by the 31st October 2010.

· Increase ARA’s financial membership by 25% by 30th June 2011.

· Budget reviewed weekly with the CEO.

· Funds expended in line with Budget
· Reports submitted to the CEO on the 1st of each month

· Fundraising income banked on a daily basis.

· Fundraising income recorded in ARA’s Fundraising database “Gestalt” on a daily basis.

· Fundraising income entered in Gestalt reconciled on a daily, weekly and monthly basis.

· Review meetings held with the CEO on a weekly basis.

· Monthly review meetings held with the CEO and external Fundraising Consultant.

· Gestalt database information analysed on a regular basis.

· Working knowledge of Gestalt database by the 31st October 2010.




