

	POSITION DECRIPTION

	Title
	Fundraising Manager (Full-time position)

	Organisation
	The Perry Cross Spinal Research Foundation ("PCSRF") is a not for profit medical research foundation which operates with one single-minded objective - to cure paralysis. The Foundation undertakes a range of fundraising events and campaigns throughout the year in order to raise funds for spinal cord research.

	Reporting to
	Foundation Manager

	Direct Reports
	Volunteers

	Location
	

	
Position Statement
	Working closely with the Foundation Manager, the Fundraising Manager will be responsible for developing and implementing fundraising for the Perry Cross Spinal Research Foundation with a particular focus on capital gifts, major gifts and corporate partnerships. Working closely with the Foundation Manager and Events and Marketing Manager, you will be responsible for managing and cultivating relationships with major donor prospects, as well as planning and helping execute the overall fundraising strategy for the organisation.

	Accountabilities and Responsibilities

	Role Responsibility




























	· In consultation with the Foundation Manager and Event and Marketing Manager, develop the fundraising plan and work with the team to align efforts and set goals.
· Develop, implement and evaluate a capital and major gifts strategy to grow and facilitate revenue to meet funding targets.
· Develop, manage, cultivate and grow relationships with prospects and major donors to meet PCSRF’s fundraising objectives, and ensure that they are stewarded and nurtured to optimise and facilitate capital support as well as long-term value.
· Make direct face to face solicitations and assist key people with their solicitation.
· Develop corporate partnership support to meet objectives.
· Work closely with the Marketing Manager to develop and deliver tailored proposals and communications for donors and sponsors.
· Coordinate and deliver donor stewardship events with support from the Events and Marketing Manager as required.
· Oversee the timely co-ordination of direct marketing appeals (mail/telephone/online)
· Direct and assist systematic efforts to identify, solicit, steward, maintain and upgrade annual giving donors.
· Work together with the Foundation Manager to develop grant applications and manage relationships with funders. 
· Develop and implement planned giving (Gifts in Will) strategy.
· Track and report progress using specific metrics.
· [bookmark: _GoBack]Assist and attend Perry Cross Spinal Research Foundation’s events as appropriate to represent the organisation.

	Organisational Responsibility
	· Demonstrate an active and dedicated commitment to the PCSRF’s Mission, Vision and Values.
· Comply with PCSRF’s Policies and Procedures.
· Observe all legal and legislative requirements.
· Assist in the development of, and participate in PCSRF’s initiatives, projects and events.
· Development of business plans and reports
· Ensure effective response to enquiries and management of incoming and outgoing correspondence and emails including preparation of responses as directed he Foundation Manager and Board.
· Maintenance of document filing system.
· Administration of Foundation database and register of donations.
· Ensure that all work undertaken meets legislative and regulatory compliance obligations, including Trade Practices Act 1974, various state and territory fundraising legislation and other as appropriate. 
· Ensure all work undertaken is consistent with National Privacy Principals and related regulation and legislation. 
· Ensure all work produced is in accordance with PCSRF Style Guidelines.
· Ensure compliance with financial accountability processes.
· Any other relevant compliance regimes including OH&S
· Cultivate productive and collaborative working relationships and outcomes through open and inclusive planning, continuous information sharing and transparent work practices.
· Liaise with others in a professional, respectful and constructive manner.
· Ensure a high level of confidentiality and integrity.
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	Selection Criteria

	Essential Qualities
	· Minimum three years’ experience in relationship management and proven success with high-value income generation in not for profit or corporate.
· Confidence moving a donor along the donor journey, towards “making the ask” and the ability to complete a major gift solicitation.
· Experience in segmentation and tailoring communications and contact accordingly.
· High level interpersonal skills, including the ability to influence, build and maintain relationships with diverse internal and external stakeholders.
· Proven communication, collaboration and negotiation skills.
· You are organised, prepared, and detail-orientated and understand the importance of follow-through.
· Strong knowledge of direct and digital marketing
· Excellent analytical and problem solving skills.
· Excellent written communication.
· Advanced computer skills, including all Microsoft office products.

	Desirable Qualities
	· Experience working with a relational database system, ideally e-tapestry or a similar platform.
· Demonstrated success in capital campaign or major gift fundraising.
· Previous employment in sector.
· Tertiary qualification in marketing, communications/fundraising, or relevant subject area.

	Person Specifications
	· Highly motivated, with an ability to complete tasks, and a strong attention to detail.
· Strong planning and organisational skills.
· Great communicator with ability to engage a wide range of key stakeholders.
· Results-oriented with an ability to respectfully ask for support.
· Adaptability, flexibility and problem solving skills.
· Team player - open, friendly and approachable.
· Committed, positive and passion for the cause.


	Key Competencies
	· Analysis and problem-solving
· Flexibility and adaptability
· Influencing
· Donor centric approach
· Results orientated
· Information gathering and research capability
· Excellent verbal communication skills, including the ability to communicate with people from a broad range of backgrounds
· Well-developed written skills and the ability to prepare reports, proposals and documents
· Excellent interpersonal skills including the ability to build successful relationships
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