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Position Description
	POSITION DETAILS

	Position Title
	Home Ever After Program Coordinator 

	Position Classification
	Band 2

	Department & Business Unit
	Gifts in Wills, Development

	Manager
	Gifts in Wills Manager

	Organisational Context
	RSPCA Victoria is a non-government, community-based, not-for-profit organisation whose vision is ‘ending cruelty to all animals’. We are Victoria’s best-known and most respected animal welfare organisation. 

Our organisation’s purpose is, with the community, to achieve outstanding animal welfare through education, advocacy, and animal care and protection. RSPCA Victoria’s values – clarity and accountability, respect and consideration, and expertise and collaboration – set clear expectations for all our staff and volunteers as they work together, and with the community.

	Position Purpose


	The Home Ever After Program Coordinator is responsible for developing, promoting, growing and maintaining RSPCA Victoria’s Home Ever After Program, to increase the contribution of income from gifts in Wills to enable the organisation to achieve its vision of ending cruelty to all animals.


	POSITION RESPONSIBILITIES 

	· Manage, lead, train and develop a team of staff and volunteers to the highest levels of performance, engagement and job satisfaction.

· Contribute to the development and implementation of the Gifts in Wills and Development teams’ business plan to deliver the required performance outcomes in accordance with broader organisational goals and within budget.

· Drive the continuous development, promotion and growth of the Home Ever After Program by actively engaging with internal and external stakeholders to increase awareness and engagement of the program and actively seeking new avenues to help grow the program. This may involve speaking at local community events as required from time to time. 
· Lead all activities associated with the delivery of the Home Ever After Program, including developing and distributing advertising material and collateral, maintaining records for registered and potential supporter records and liaising with internal departments to ensure the timely coordination an rehoming of registered animals through the program.
· Develop and nurture positive relationships with registered and potential supporters, including proactively engaging the supporters and providing them with information and guidance as needed.

· Accurately assess, qualify and classify the level of interest and commitment from pet owners to include a gift in their Will to RSPCA Victoria, inspiring them to consider including a gift in their Will wherever possible. 
· Prepare reports and analyse data to help identify opportunities to grow and improve the program.
· Contribute towards improving the effectiveness of procedures, processes and techniques used to inspire increased levels of registration through the Home Ever After Program. 
· Lead and contribute to a positive and inclusive work environment by effectively communicating and working collaboratively with team members and peers across all departments, consistently role modelling the RSPCA Victoria values and associated policies
· Ensure a safe working environment where employees and volunteers perform their duties safely and adhere to all WH&S policies and procedures, including responsibility for undertaking investigations and corrective actions to reduce the risk and likelihood of incidents occurring.


	POSITION COMPETENCIES

	Technical Competencies
	Competency
	Description
	Level

	
	Fundraising 
	Thorough understanding of the principles of fundraising programs, solicitation and stewardship, including a sound knowledge and application of fundraising legislation, practices and philosophy of charitable giving.
	Competent

	
	Relationship Management
	Capacity to build and foster relationships with current and perspective supporters. Ability to inspire the direct solicitation of support for RSPCA Victoria and establish a strategic engagement plan for program development including promotion, identification, conversion and stewardship activities.  
	Advanced

	Behavioural Competencies
	Communication
	Clearly conveys information and ideas through verbal and non-verbal cues in a way that respectfully helps colleagues and customers to understand and retain the message.
	Advanced

	
	Customer Service
	Provide exceptional customer service by attempting to meet or exceed internal and external customer expectations and enhance the reputation of RSPCA Victoria, including the careful management of unsatisfied customers.
	Advanced

	
	Safety Awareness
	Awareness of conditions and situations that may affect the safety of oneself and the safety of others. Performs responsibilities safely and in accordance with relevant WH&S policies and procedures at all times.
	Working Knowledge

	
	Resilience
	Maintains performance and self-control under pressure or adversity and displays ability to recover quickly from difficult or tough situations.
	Competent

	
	Team Membership
	Participates willingly and effectively with colleagues across all departments to foster a positive work environment conducive to collaborative efforts.
	Advanced

	
	Time Management
	Establishes a systematic course of action for self or others to ensure accomplishment of objectives to the standards required. Sets priorities, goals, and timetables to achieve maximum productivity and provide high quality care to our animals.
	Advanced

	
	Problem Solving
	The ability to break down problems, assess and interpret options, and use research, experience and judgement to develop sound and timely solutions.
	Competent

	
	Continuous Improvement 
	Shows “big thinking”, imagination and creative flair in developing effective new strategies and managing existing business activities and plans. Embraces continuous improvements within RSPCA Victoria.
	Competent

	Leadership Competencies
	Coaching and Mentoring
	Recognise, encourage and support the development of less experienced employees and volunteer’s knowledge and capabilities within formal and informal means.
	Advanced

	
	Decision Making
	Makes informed, timely and effective decisions authoritatively and wisely, after adequately contemplating various courses of action.
	Competent

	
	People Leadership
	Exhibits the ability to value and harness the contribution of others to achieve goals.


	Competent



	POSITION REQUIREMENTS

	Required
	· Extensive customer service or fundraising relationship management experience with the ability to communicate with empathy and understanding.

· Ability to work in a fast paced and challenging work environment.
· Understanding of animal ownership legislation.
· Demonstrated experience working collaboratively in a team environment and working independently.
· Ability to provide overall program management, strategic thinking and ensure effective administrative processes.

· Proficient in the use of in Excel and experienced in data spreadsheets and data management.

· Proficient computer skills associated with the Microsoft Office Suite and internal data management systems  

	Highly Regarded
	· Experience or understanding of Gifts in Wills fundraising and not for profit animal-related program services.
· Animal welfare knowledge and experience in adoption and rehoming practices.

· Demonstrated experience in ensuring data integrity and managing large volumes of information.

· Experience in iMIS or similar database software.

	Recruitment Requirements
	· Position also requires a national police check and valid driver’s license.
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