
 

Position Description 
Business Analyst 
 
REPORTING TO Donor Services and CRM Manager 
WORK LOCATION: Melbourne (Wurundjeri Country), Brisbane (Yugerra Country), Canberra 

(Ngunawal Country), or Sydney (Gadigal Country) 
GRADE: 6 
SALARY (FTE): $104,882 per annum plus 11% superannuation 
STATUS: Full time, Temporary 12-month Contract 
HOURS: 37.5 hours per week (1.0 FTE) 

WHO WE ARE 

The Australian Conservation Foundation is Australia’s national environment organisation – over 
700,000 people, creating a world where forests, rivers, people and wildlife thrive.  For more than 50 
years, we’ve been protecting the web of life across our continent, from the Kimberley to the Reef 
and down the Great Dividing Range to Tasmania’s forests. 

We bring together people from community, government and business.  Our supporters advocate 
for climate action and for our living world.  We hold decision makers to account.  We champion big 
ideas and find common ground with unlikely partners.  We are proudly independent, non-partisan 
and funded by donations from our supporters. 

THE FUNDRAISING DIRECTORATE 

The Directorate is responsible for raising revenue by engaging donors in our mission through regular 
giving, individual giving, gifts in wills, major gifts and community fundraising. Our focus is on finding, 
retaining, and stewarding donors who enable ACF to deliver on our bold environmental goals. 

With the planet in a climate and extinction crisis, we are embarking on an ambitious campaign to 
double annual fundraising revenue over the next 5 years to ensure ACF can have maximum impact 
during this critical decade. 

To deliver this bold goal, the Donor Services Team (which sits within the Fundraising Directorate) 
aims to improve and streamline processes related to the management of the donor database 
(Blackbaud CRM) and engagement with donors, the fundraising team, and other ACF staff.  

THE ROLE 

The Business Analyst will be responsible for the investigation of current business processes, 
identification of opportunities and implementation of process improvement, automation and 
streamlining. Additionally, this role will work closely with the Donor Services team to rollout an 
online donor portal. 
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KEY COLLABORATIONS 

The key collaboration will be with ACF’s Donor Services & CRM Manager, the Enterprise Data and 
Digital Infrastructure (EDDI) and Donor Services team.  The Position will also work closely with the 
fundraising team, relevant fundraising suppliers and other staff at ACF including the finance team. 

 

RESPONSIBILITIES 

• Provide business analysis of existing processes and discovery of process improvement 

• Design and implement improvement of existing and required fundraising and financial 
processes. 

• Define interface requirements into and out of Blackbaud CRM with upstream and 
downstream systems for new processes. 

• Work with external providers and internal teams to implement an online donor portal  

• Maintain and update BBCRM design documentation.  

• Configure Blackbaud CRM modules and reports to meet ACF business requirements.  

• Coordinate processes into and out of Blackbaud CRM to support data migration, integrity, 
and data management. 

• Assist in creation of training material and delivery of end user training. 

• Adhere to the Fundraising Institute Australia code of conduct 

• Observe the safe working practices and as far as you are able, protect your own and others’ 
health and safety. 

• Other duties as requested by your manager 

 
 

KEY SELECTION CRITERIA 

1. Project Delivery:  Demonstrated experience delivering technical solutions, configuration, 
testing reports and other project documentation according to agreed timeframes. 

2. Communication: Well-honed communication skills to effectively assist staff to clarify their 
needs, develop practical solutions and advice to complex problems and liaise regularly with 
staff.   

3. Decisiveness:  Demonstrated ability to make rational and sound decisions based on a 
consideration of the facts and ability to justify and explain alternatives and chosen course of 
action. 

4. Negotiation and Stakeholder Management: Prior experience in successfully gaining 
agreement to proposals and ideas, finding innovative solutions to address stakeholder needs 
and resolving issues. 

5. Problem Solving:  Highly-developed ability to investigate and probe for the facts and liaise 
with stakeholders, identify and propose workable solutions to problems. 

6. Teamwork: Strong collaborator who and works well with others in the pursuit of team goals, 
showing consideration, concern and respect for others’ feelings and ideas. 
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