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Position Description

Position Title: Sponsorship  Officer

Reports to: Executive Officer

Classification Level: SUE 3

Fraction: 0.6

Main purpose of role:

Works closely with: Communication and Design department, Community Development department,

Finance department

Effective Date: May 2021

I have read, understood and agree to comply with the position description

INCUMBENT

SIGNATURE Date

APPROVED BY SUPERVISOR

TITLE

SIGNATURE Date
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ORGANISATIONAL CONTEXT

Monash Student Association

The Monash Student Association (MSA) is run by students for students. It provides valuable services,

support and activities for more than 37,000 students that it represents on the Monash Clayton Campus.

Located on the Clayton Campus of Monash University; the MSA is made up of elected student

representatives who represent all Clayton campus students on general issues such as quality of

education, course costs and student welfare, as well as specific issues such as women's affairs and queer

affairs.  MSA staff provide the expertise necessary to ensure the high quality of MSA services.

The MSA comprises elected office bearers who make the strategic decisions and staff who help facilitate

these decisions. The association has several departments and divisions that all operate with a common

purpose: to serve and represent Clayton students.

The MSA is premised on the foundation that students are important custodians of the student

experience and best placed to deliver services and representation to the student community.   The MSA

functions as the representative body for Monash Clayton students and endeavours to ensure that the

interests of students are addressed by the university, government and the broader community.

Position Summary

The Sponsorship Officer position will provide support to MSA with sponsorship enrolment and

promotion.  This role will carry the primary responsibility for the funding of sponsorship for MSA. Liaison

with product representatives and agencies will be an important part of the role and thus a professional

approach and representation of MSA is obligatory.

The Sponsorship Officer will work collaboratively with the Communications and Design department and

Community Development department to identify appropriate sponsorship opportunities for MSA events.

Strong working relationships will also be necessary with the Finance department, Volunteer department

and Executive Officer.

The position is an integral part of the promotion and image of MSA; both to its members, stakeholders

and to potential sponsors.
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KEY RESULTS AREAS AND RESPONSIBILITIES

MAIN DUTIES EXPECTED STANDARDS

SPONSORSHIP

Identify and in consultation with MSA management define

opportunities for sponsorship/promotional opportunities in

areas under MSA Control.  This is to include and is not limited

to: MSA Events, On Campus activations, Partnership

promotional opportunities,  online/Social Media activations

and other university partnerships that can benefit from

additional associated income

Responsible for negotiating, liaising with sponsors and

assisting in attending campus for activations or deliveries

Manage and maintain a sponsorship pipeline record,

dashboard report and database of sponsors

Will always represent MSA in a

professional way while meeting MSA

policy and procedures requirements.

Database and other sponsorship

records maintained accurately

Reports completed in a timely manner

Industry knowledge, trends and

developments kept up-to-date and

communicated to relevant staff where

needed

Assist staff departments with the forecasting of advertising

and sponsorship income targets

Consult with elected student office bearers in the ways in

which sponsorship opportunities, when carefully managed

can potentially enhance their departmental budget positions

and in many cases the service delivery to the student cohorts

they represent

Work in a collaborative and

professional manner at all times

Carefully liaise with student office

bearers in timely manner to allow them

to fully exploit their options while not

compromising MSA or University policy

Working with the Design and Communications team for the

creative support, create and regularly update the MSA

sponsorship and partner prospectus which will define what

opportunities exist to partner with MSA across all

departments and divisions.  Manage the distribution and

management of this asset.

Maintain a professional and timely

manner in such consultations whilst

always including the best interests of

MSA and Monash University students

at the forefront of planning and

opportunity

After event care of sponsors, managing and delivering a

program of post-event sponsor follow-up for sponsors to

ensure that sponsors are satisfied and willing to sponsor

again, and/or recommend MSA to others.

After care completed in a timely

manner and any concerns raised

addressed according to MSA policies

and procedures

Once established and having defined a realistic calendar the

incumbent should also explore grant income and how to

establish a structure of review, application, reconciliation if

successful and reporting to success or improvement.

Grants found must fit MSA’s service

delivery and ethos

Grant application and reporting

processes completed in a timely

manner
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MSA MEMBERSHIP

Contact and liaise with membership supporters and sponsors

Responsible for maintenance of MSA rewards holder partner

deals on MSA digital media

Work with Finance team in managing MSA member benefits

Maintain good working relationships

with both MSA staff, MSA elected

officials and other stakeholders to

facilitate innovative environment

Deadlines met for all projects

Ensure partner deals on digital media

is accurate and updated in a timely

manner, and the content is of high

quality, engaging, accurate and

relevant

Ensure all work requirements are

completed by deadlines and to a high

standard

EVENTS

Assist and support MSA Departments and Division events

where sponsorship is required or may be an option

Support partnership of major events such as Orientation

Festival and Mid-Year Festival, Regular MSA hosted events and

activities

Maintain good working relationships

and communication regarding

expectations and task allocation is

clear and relevant

Ensure all work requirements are

completed by deadlines and to a high

standard

Team members able to contribute

ideas, and team work collaboratively

on projects

BUYING GROUP

Work with Student Experience Network (SEN ex TAG) in the

facilitation of the buying group to ensure the most profitable

outcomes for MSA

Contact person for SEN partners on all events and sponsorship

agreements on behalf of the event owner

Maintain good working relationships

and communication regarding

expectations and task allocation is

clear and relevant

Deadlines met for all projects

Budget objectives met and

efficiencies found where possible

Ensure all work requirements are

completed by deadlines and to a high

standard
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POLICY, PROCEDURES, QUALITY AND SYSTEMS

Maintain a thorough understanding of compliance and risk

assessment issues and maintain relationships to ensure

appropriate flow of information and advice

To be carried out in line with MSA

policies and strategic plan

PEOPLE MANAGEMENT REQUIREMENTS

Actively participate in MSA Performance Support Program

Treat all workplace participants, students and customers with

honesty, fairness and respect

Act in a manner that is aligned with MSA’s culture, values and

strategic vision at all times

To be carried out in line with MSA

policies and procedures

OHS REQUIREMENTS

Actively promote OHS compliance within area of responsibility;

ensure all hazards and incidents are immediately reported

Conduct duties in a safe manner at all times

Compliance with all relevant site OHS and Personal Protective

Equipment (PPE) requirements

Ensure information is accurate,

up-to-date and timely

Prevention of avoidable injuries

Follow OHS and PPE Safety

procedures

OTHER RESPONSIBILITIES

Perform other appropriate duties and responsibilities as

assigned by supervisor

Requested tasks are completed in a

timely manner

KEY SELECTION CRITERIA

ESSENTIAL CRITERION

Sponsorship and acquisition experience

Current card or a current application for a Victoria Employee Working with Children Check will be

required upon acceptance of this role*

Ability to build strategic working relationships with a diverse range of people including managers and

staff, student office bearers, university partners and active and potential sponsors

High level of computer literacy, Microsoft Office, database structure and tools, web page maintenance

and development skills

A high level of interpersonal skills; including an approachable and welcoming demeanour and the ability

to effectively and sensitively relate to people from a broad range of backgrounds and cultures

Ability to work independently and collaboratively and also the ability to manage multiple tasks and

meet timelines in an effective and efficient manner
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Demonstrated initiative, professionalism, self-motivation, flexibility and problem-solving skills

Excellent communication skills, both written and verbal with a high standard of spelling and grammar

and sound proofing skills

DESIRABLE CRITERION

Event Management and/or supervision experience

Formal qualifications in sponsorship, events, publications and/or communications, or equivalent

experience in the area

Experience in project management, working to a timeline and budget

Knowledge and/or experience of working with not-for-profit or membership organisations, including

community clubs or volunteer organisations

Knowledge and/or experience with students and/or young adults, preferably in the tertiary education

environment

OTHER JOB-RELATED INFORMATION

This position is part-time, 22.05 hours per week. There may be a requirement to work outside of normal

working hours on occasion. Time off in lieu (TOIL) will be granted. 

This position will be working in conjunction with and as part of a team of staff, student office bearers and

student volunteers supporting each other in the attainment of goals. it will require working closely with

elected student officers and must ensure at all times that any advice or information provided is impartial

and objective. 

Principles of student led activity are to be maintained. Staff Interaction Protocols and MSA Code of

Conduct (s with all MSA policies and procedures) must be followed at all times. 

*  As part of the Child Safe Standards, you are required to have a current employee Victorian Working

with Children’s Check (WWCC).  Proof of the employee WWCC or application for WWCC need to be

recorded before starting employment at MSA.  Proof of acceptance of WWCC will be required before the

end of probation period.  Once employed, staff must ensure to renew their WWCC in a timely manner

and provide proof of a current and valid WWCC to MSA HR. If at any time, your WWCC is to be removed

by the Department of Justice this could affect your employment at MSA.
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