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Position Description

	Position Title:
	Gifts In Wills & Planned Giving Manager 
(12 month maternity contract)

	Division / Department:
	Fundraising

	Location:
	North Sydney 

	Award/Classification:
	Part time (0.8 FTE, 4 days) 


General:

	MS Research Australia is the largest national not-for-profit organisation dedicated to funding, coordinating, educating and advocating for multiple sclerosis (MS) research as part of the worldwide effort to solve MS. Our goal is to accelerate research: into the cause, better treatments and prevention, with the aim of ultimately finding a cure. There is a small team of dedicated individuals relied upon for all aspects of the operations. Therefore overheads are low ensuring more of the fundraised dollar is directed straight to the best MS research.
About Multiple Sclerosis (MS)
MS is the most common acquired neurological disease in the world with more than 2.3 million people affected globally. Australia has a comparatively high incidence of MS and three out of four people affected are women. The average age of diagnosis is between the ages of 20 to 40. MS causes the degradation of the myelin sheath which insulates and protects nerve material around the brain and spinal cord. This often leads to significant disability, chronic and unrelenting pain and other changes such as blindness, fatigue and memory loss. The cause of MS is unknown.


Position Purpose:

	The role of the Gifts in Wills and Planned Giving Manager (maternity leave contract) is to implement MS Research Australia’s Gifts in Wills strategy to grow the income stream. Working closely with the Head of Relationships, Fundraising and Development, the incumbent will execute strategies to build Gifts in Wills relationships that foster increased philanthropic support of the organisation’s MS research goals and projects.

Gifts in Wills are currently a modest source of fundraising revenue for MS Research Australia. The Gifts in Wills Manager will be responsible for delivering the structured and planned approach to identifying and securing gifts in Wills and planned giving opportunities to help grow this income significantly over the next 5 years.  


	


Key Accountabilities and Outcome Measures:
	Key Accountabilities
	Outcome Measure

	Strategy

· Implement MS Research Australia’s Gifts In Wills and Planned Giving programs to ensure the continued development of a robust gift pipeline.
· Provide and implement on-going improvements to the Gifts in Wills fundraising operations. 
	Measurement of annual income achievement against fundraising targets

Stakeholder feedback

Performance review

	Program Development

· Identify and take on opportunities to proactively promote the Gifts in Wills program both internally and externally.
· Manage the annual Gifts in Wills and Planned Giving income and expenditure budgets as part of the broader fundraising budget. 

· Develop, design, test and distribute best practice program collateral as required.
· Implement and test lead generation and conversion campaigns (leveraging supporter surveys, social media, eDM and TM campaign(s)).

· Coordination and delivery of stewardship events as required.
· Observation of all legal and legislative requirements.  
· Undertake other duties as required by the Head of Relationships, Fundraising and Development or the CEO.
	Measurement of annual income achievement against fundraising targets

Stakeholder feedback

Performance Review

	Relationships 

· Nurture MS Research Australia’s Gifts in Wills and Planned Giving supporters.  

· Liaise with internal stakeholders to identify funding opportunities. 

· Update the pipeline to track Wills through probate and relevant Courts, in partnership with the Relationships and Planned Giving Coordinator.
· Administer deceased estates where MS Research Australia is an identified beneficiary or a supporter has indicated a confirmed bequest, in partnership with the Relationships and Planned Giving Coordinator.
· Liaise and work closely with the Heads of all MS Research Australia departments to ensure an integrated approach and compliance with business requirements. 

· Contribute to the review and refinement of the stewardship plan for MS Research Australia supporters to ensure relationships are managed effectively and consistently throughout the organisation.
· Oversee and influence the work of the Relationships and Planned Giving Coordinator
·  Contribute actively to internal and external meetings as required.
· Attend networking events and promote the MS Research Australia brand.     
	Measurement of annual income achievement against fundraising targets

Stakeholder feedback

Performance review


	Human resources 

· Adhere to MS Research Australia HR and WHS policies.
· Work within a team environment to ensure all service standards are met.
· Monitor own performance, initiate feedback where necessary and be proactive about upgrading skills and knowledge as required.
	Stakeholder feedback

Performance review

	Operations 

· Apply a financial mindset to expenditure and income.
· Provide superior quality customer service and support.   

· Communicate effectively, both verbally and in written communications, with all colleagues and MS Research Australia donors, stakeholders and staff.
	Stakeholder feedback

Performance review


Key Selection Criteria:

	Knowledge, Skills, Experience and Aspirations:

	· A knowledge of the Australian and/or UK fundraising environment, with Gifts in Wills experience preferred. 

· A mature personality demonstrating the leadership, authenticity and diplomacy required to work effectively with Gifts in Wills supporters, potential Gifts in Wills supporters, key stakeholders and donors.
· Able to demonstrate understanding of the key success factors for the development and growth of a best practice Gifts in Wills program. 

· The ability to articulate vision, mission and progress through effective story telling.
· Proven prior success contributing to the growth and effective management of fundraising campaigns. 

· Strong knowledge of digital and direct marketing practices.
· Proven ability to identify, cultivate, solicit and steward donors.
· Proven analytical skills with the ability to use and interpret information from multiple systems/sources. 
· Evidence of experience and success in cultivating long term supporter relationships.
· Donor focused, result orientated with a proven ability to influence.
· Organised with strong attention to detail and excellent written skills.
· Intermediate to advanced MS Office and Raisers’ Edge, Sales Force or other similar fundraising CRM tools.

	Education/Qualifications:

	· Relevant tertiary qualifications – marketing, business, fundraising, social impact, communications or similar.
· Fundraising qualifications desirable.



Organisation Relationships:

	Reports to:     
	Head of Relationships, Fundraising and Development

	 Direct Reports:
	1 x Relationships and Planned Giving Coordinator (0.6 FTE)


	Acknowledgement:


I accept the position description as documented above and understand that the position description will be reviewed annually at performance review time. I also understand that the position description may need to be amended periodically due to changes in responsibilities and organisational requirements. Changes to the position description will be consistent with the purpose for which the position was established.

Name  




                      Signature



 / 

 / 


Date
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