
  

 

POSITION DESCRIPTION 

 

Position Fundraising and Partnerships Manager 

Location Brainwave office – 228 St Kilda Road, St Kilda 

Status Ongoing, 1 to 0.8 FTE 

Delegations and Authorities In Line with Delegations Policy 

Travel Interstate and regional travel may be required to attend meetings 

with partners or Brainwave events. 

Date completed 31 May 2021 

 

ORGANISATIONAL INFORMATION 

Positive emotions cause positive brainwaves. And that is what Brainwave is built on.  Whether it be a 

new wheelchair, a trip to Luna Park or just coming home to your own bed, Brainwave aims to make 

each day a better day for neurodiverse children and their families.    

Established in 1994, our mission is to help children cope with and overcome brain conditions while 

providing support and assistance to their families. We support children living with a range of 

disorders, including autism, brain tumours, cerebral palsy, childhood multiple sclerosis, epilepsy, 

muscular dystrophy, stroke and acquired brain injuries.  Many of these conditions can include 

abnormalities of behaviour, emotion, learning, language, development, sensation, and movement.  

The direct and indirect effects of these conditions influence every facet of a child’s life, their family 

and community.   

Where other charities concentrate on the collective, Brainwave focuses on the individual and we 

work children and their families with the most challenging and complex needs.  

 

POSITION SUMMARY 

This role is responsible for leading Brainwave’s national business development efforts to drive 

engagement and profitable growth.  With real autonomy to build on the work of the fundraising and 

marketing functions, you will also develop new and manage existing partnerships and build on 

current activities.  Financially, this role is accountable for generating up to approx. $1M annually in a 

portfolio that includes signature events, trusts and foundations, appeals, regular giving, workplace 

giving and community fundraising. 

The incumbent will build upon our past success and expand our fundraising program by working 

across the organisation, with access to the Board, key stakeholders, and partners.  You will meet 

children and families living with neurological conditions and can see the true impact your role is 

having on their lives. 

 

 



  

 

Reporting relationships 

This role is based at our St Kilda Rd office, but will spend a percentage of time out of the office, 

meeting with sponsors, partners, and key stakeholders.  You will be directly managing the Digital 

Officer role while working within a diverse team that consists of staff, volunteers, and contractors.  

Key to the success of this role will be the collaboration with other key stakeholders such as the 

Board Directors, Brainwave supporters and your networks to develop initiatives and projects to bring 

in independent income to support Brainwave’s work in line with revenue targets.  

Primary Objectives of the role  

• Review, develop and implement strategy and operational plans for fundraising and marketing to 

exceed targets. 

• Manage and build strong and deep relationships with key institutional and corporate 

stakeholders. 

• Lead national efforts to implement innovative fundraising and marketing initiatives. 

• Work collaboratively across the organisation and ensure that the team are fully engaged. 

• Provide regular reports on effectiveness of fundraising and marketing. 

• Develop a ‘presence’ with the fundraising and philanthropic sector by representing Brainwave at 

key events and initiatives; in addition to developing major donor relationships supported by 

trust and foundation submissions. 

• Contribute to and take responsibility for the collective performance of Brainwave as a whole. 

 

RESPONSIBILITIES 

Duties and responsibilities 

Realise 

organisational 

objectives and 

revenue targets 

• Devise a broad and comprehensive fundraising strategy to reach revenue 

targets 

• Manage and execute national and state based fundraising activities 

• Lead strategic partnership development and stakeholder engagement 

• Manage event sponsorship negotiations and management in conjunction with 

the Executive  

Partnership 

engagement and 

management 

• Generate new business development opportunities and 

sponsorships/partnerships  

• Pitch and secure Brainwave as the nominated charity for community and  

corporate activities 

• Develop current supporter relationships by working with key corporate 

supporters on staff fundraising initiatives and events 

• Maintain quarterly reporting and communications with partners/supporters 

to build awareness of impact and connection with our work 

• Develop and capitalise on fundraising opportunities at events 

• Realise approved opportunities to meet objectives and budget 

• Promote CSR activities for uptake of workplace giving/fundraising initiatives 

that include volunteer recruitment and engagement  

• Develop and manage brand building activities by leveraging opportunities 

to promote with corporate, community and event partners 



  

 

Digital engagement 

and campaigns 
• Oversee communications to ensure consistent messaging, profile raising 

and branding to expand organisational reach building our digital audience 

• Utilise online marketing best practices to raise awareness of our cause and 

increase general donations 

• Integrate mobile marketing to extend reach and engage supporters in 

new ways 

• Maximise management of ambassadors, stakeholders and supporters so 

they become brand advocates 

• Assist in the review of SEO strategy and maintain website copy 

• Implement annual marketing calendar that details general promotional 

activities and fundraising campaigns with specific CTAs and partnership 

stories targeted for each social media channel 

• Build Direct Marketing, and Regular Giving activities to compliment other 

existing fundraising activities through planned engagement 

communications and tailored activations for workplaces/HR 

Donor 

management 
• Build rapport with internal and external stakeholders, nurturing 

relationships, driving major gift cultivation and solicitation with  

• Maintain donor and partner organisation details on Salesforce to identify 

major donors and other segments  

• Perform data analysis to understand our donor behaviour and adjust 

comms and campaigns accordingly  

• Implement best practice fundraising processes that maintain privacy, 

confidentiality and security of all donor data 

• Complete prospect research and develop donor stewardship activities and 

initiatives that engage donors in the work of the organisation to retain, 

attract and grow donor base  

Team leadership 

and resource 

management 

• Oversee procurement and management of various contractors supporting 

marketing activities such graphic design or campaign development 

• Manage volunteers, Brainwave directors and staff to ensure ongoing 

engagement, motivation and productivity to support organisational capability 

to deliver successful fundraising activities 

• Nurture existing supplier and stakeholder relationships and develop new 

relationships as the opportunity presents 

Risk management 

of Brainwave 

activities 

• Support the monitoring and management of all aspects of relevant contracts 

including milestones and objectives 

• Ensure adequate insurance is secured 

• OH&S checks undertaken for all events and volunteer support 

• Adhere to Brainwave policies and procedures 

• Ensure all activities comply with the relevant charitable fundraising guidelines 

and other legislation linked to the sector 

General duties 
• Represent Brainwave at various events and activities as required 

• Familiarise and work with the fundraising donor database (Salesforce) to 

ensure that the information held within is accurate and detailed for all 

supporters 

• Undertake administrative duties required for the position including 

maintaining computer files, managing budgets and writing reports 



  

 

• The ability to work outside normal hours may be required as is the ability to 

travel interstate 

• Ensure that all communications are in line with the current brand 

guidelines  

• Such other duties as directed and consistent with an employee’s level of 

skill, competence, and training 

 

Organisational key result areas 

Values, culture 

and leadership   
Consistently display and demonstrate Brainwave values 

Promote a positive and supportive work environment 

Best practice   At all times act in accordance with Brainwave’s organisational policies and 

procedures 

Take responsibility for ongoing development to ensure adherence to relevant 

professional requirements 

Risk 

management   
Take reasonable care for the health and safety of themselves and others. 

Report any hazards and/or incidents observed in the workplace and/or at external 

events 

Proactively ensure a safe operating environment by adhering to all OH&S 

requirements 

Adaptability 

and initiative   
Show resilience in adapting to changing circumstances 

Respond positively and accommodate changes to internal processes 

Suggest ways to promote better systems and processes and service delivery 

Employ innovative thinking about ways to achieve organisational goals 

Data 

management   
Ensure proper documentation is kept and filed in a timely and efficient manner 

Ensure data is captured accurately and is up-to-date across all relevant systems 

Team work   

 
Work collaboratively with other team members 

Be supportive of other team members particularly during busy periods 

Be willing to go above and beyond to get a task completed 

Be prepared to represent Brainwave as a member of the team as required 

 

KEY SELECTION CRITERIA 

• Strong (7+ years) fundraising experience in a senior role within the not for profit sector. 

• Proven success in building rapport with internal and external stakeholders, nurturing 

relationships, driving major gift cultivation and solicitation. 

• Demonstrated ability to develop donor stewardship activities and initiatives that engage 

donors in the work of the organisation to retain, attract and grow donor base.  

• Extensive experience in donor segmentation, prospect research, data analysis.  

• Knowledge and compliance with government requirements, including relevant legislation 

and the Fundraising Institute of Australia Code. 

• Excellent negotiation, influencing, communications and presentation skills. 



  

 

• Experience with Salesforce to maintain donor database, measure and report outcomes of 

fundraising and marketing activities.  

• Advanced organisational skills including the ability to coordinate multiple partnerships and 

deliverables concurrently. 

• Ability to identify strategic opportunities, and act with initiative. 

• Ability to work independently and as part of a team and to demonstrate leadership as 

required. 

• A commitment to maintaining confidentiality. 

Desirable Criteria 

• Tertiary qualifications in marketing or business-related discipline. 

 

Special Requirements 

• Current Australian Drivers Licence 

• Ability to undertake interstate travel  

• Police check/WWCC 


