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Parkinson’s Victoria Position Description 
 

 
Job Title 

 
Donor & Supporter Services 
 

Function Fundraising 

Reports to High Value Donor Manager 

About us Parkinson’s Victoria raises awareness and funds for services and 
research that improves the quality of life for people living with 
Parkinson’s. Our multi-disciplinary team provides information, education 
and peer support services to those with Parkinson’s, their families and 
carers, and health professionals.  
 
We are a not-for-profit organization, funded in part by the state 
government, but also relying on membership subscriptions, donations, 
fundraising and bequests to provide and develop services.   

Our Mission  To support the development of more effective treatments and a cure for 
Parkinson’s. To enable people living with Parkinson’s to lead active and 
full lives. 

Our Values Sensitive 
We understand the needs and challenges of people living with 
Parkinson’s and their families and ensure services and supports are 
sympathetic and responsive to their needs. 
Responsive 
We provide timely, accessible and flexible service, and supports to 
people living with Parkinson’s, their families and carers and service 
providers. 
Innovative 
We seek to improve outcomes for people living with Parkinson’s and their 
families. To do this we seek to promote a learning culture within our own 
organisation, the community and health sector to ensure that 
advancements in research are reflected in new and original services 
methods and responses.  
Excellence 
We provide quality services and supports in an environment that is 
committed to continuous improvement and establishing industry 
standards for people living with Parkinson’s and their families and carers. 

Position Scope In the role of Donor and Supporter Services you will support the 
Fundraising team deliver a variety of important fundraising portfolios of 
the business.  You will be building relationships and servicing our 
important donors and supporters, and be responsible for managing the 
accurate entry of donor records into the donor database. You will also 
support the operation of the corporate office and event administration 
for Parkinsons Victoria when required.  

  
Key Areas of Responsibility 
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Community 
Fundraising  

 Co-Ordinate and support community fundraisers and donors in their 
third party fundraising efforts by providing guidance, advice, tips, 
encouragement, recognition  including online platform support and 
offline donations to support retention and acquisition of new 
champions each year. 

 Build relationships and service all donors, supporters and 
fundraisers of Parkinsons Victoria 

 Co-Ordinate activities relating to Third Party Community 
Fundraising Products including in memory, in celebration and 
support fundraisers to activate these products in their communities 

 Monitor, track and log activity for all community fundraising 

 First point of contact and provide timely communication for 
supporters and potential supporters via phone, email and provide 
excellent donor care 

 Co-Ordinate and review Community Fundraising Guidelines and 
forms,  ensure all activity is registered and in line with guidelines 

Membership  Complete all administration tasks for the membership program 
including membership renewals,  new and cancelled memberships 
and monthly reporting 

 Respond to and action membership enquiries in a timely manner via 
phone, email, web 

Donor Processing 
and Database 

 Processing and receipting of all donations incl EFTPOS, cash, 
cheque and direct deposits 

 Processing and receipting of Regular Giving automatic donations 

 Accurate and regular entry and updating of donor records and 
databases 

 Respond to and action fundraising and donation enquiries in a timely 
manner via phone, email, web 

 Effectively oversee data within the donor management system, 
ensuring data is clean, coded and imported correctly. 

 Assisting the Database manager with the ongoing integration and 
reporting between donor database (thankQ)  and fundraising 
websites ( EveryDay Hero, Evenico) 

Fundraising 
Portfolio Support 

 Support the Fundraising team with administration assistance to 
deliver fundraising programs including bequests, trusts and 
foundations, mid/major donors and fundraisers, appeals, major 
fundraising events and campaigns 

Events 
Administration 

 Provide back up support for all tasks relating to events administration  
including events enquiries and bookings when required 

Office 
Administration 

 Provide back up support for all tasks relating to the office first point of 
contact including greeting visitors,  taking incoming phone calls, 
action and distribute calls, taking messages, managing incoming and 
outgoing deliveries, mail and couriers, action and distribute 
Parkinsons Victoria email inbox, petty cash processes, undertake 
banking processes when required 
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Customer Service  Utilize a customer approach at all times,  that is sensitive and 
considerate  to the circumstances and needs of our Parkinson’s 
community,  people with a disability, their families and carers, and 
who may be from diverse communities 

 

Other duties  Participation in Parkinson’s Victoria fundraising events and 
awareness activities from time to time. 

 Provide back up support to Office Administration and Supporter 
Services/ Donor Support Roles when required 

 Other duties as outlined by the CEO. 
 

  
Key Selection Criteria 
 

Qualifications  Relevant certificate or diploma in Fundraising/Sales/Marketing or 
relevant experience in similar role. 

 Current Victorian Driver’s license ( some  travel will be required) 

Experience 
 
 
 
 

 Minimum 2 years relevant experience in a similar role in donor 
stewardship or customer management 

 Excellent knowledge of MS Office suite 

 Experience with web-based communications/technology would be 
advantageous. 

 Demonstrated experience with CRM, donor/customer databases, 
third party fundraising websites and advantage 

 Experience with direct mail and digital/online fundraising activities 
would be an advantage 

Knowledge,  Skills 
and Attributes 

 Excellent interpersonal and communication skills (oral, written and 
excellent phone manner) 

 Strong administrative skills including attention to detail and good time 
management abilities 

 Ability to multitask and deliver successful outcomes on several 
projects concurrently; flexibility and reliability in a busy work 
environment 

 Ability to work independently  under limited supervision, exercising 
professional judgement and seeking advice and consultation where 
appropriate,  act in the role of PV team member 

 Ability to handle sensitive information appropriately, particularly in 
relation to issues of privacy and confidentiality  

  
Conditions of Employment 
 

Salary  A base salary of $XXX plus superannuation, and access to generous 
not for profit salary packaging program (up to $15,900 of your salary 
tax-free)  

Hours of Work This is a 0.6 EFT, permanent position, which will initially commence 
working remotely from home and will require a confidential home office 
space and reliable internet connection. 
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We are a flexible and supportive workplace, promoting work/life 
balance. Flexible hours can be negotiated.   
Office Hours are 9am – 5pm Monday to Friday. 
Some flexibility is required due to the nature of the work, some out of 
hours or weekend work will be required.    

Pre-employment 
checks 

The successful applicant will be required to undergo satisfactory pre-
employment checks, including two professional referees, a National 
Police Check, and evidence of professional qualifications.  

 
 
Position Description created 03.08.20. 

 


