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Position Title: Communications and Fundraising Officer
This position is responsible for promoting Kara Family Violence Service to the community and identifying and developing fundraising opportunities. 
Statement of Purpose:
Kara Family Violence Service (also known as Kara House Inc.) is a not-for-profit organisation providing safety, support and education for people affected by family violence. Our specialist service provides high-security crisis accommodation, case management, outreach support, secondary consultations, and community education programs across the eastern suburbs of Melbourne. We support those experiencing family violence, including women and children of all ages. We are committed to the inclusion and safety of people with disability, people from culturally and linguistically diverse backgrounds, LGBTIQ+ and Aboriginal and Torres Strait Islander communities. We understand the complexities of family violence providing programs and services that empower victim survivors toward a life free of violence.
The Communications and Fundraising Officer is expected to promote the purpose of Kara Family Violence Service in accordance with our Mission and Vision and develop a wide range of relationships and networks. The role involves close contact with potential donors and must exercise discretion and diplomacy in dealing with these individuals and their organisations. 

Conditions of Employment
Hours of Employment: 
· Permanent part-time, 45.6 hrs per fortnight (3 days per week), 9am – 5pm, Days to be decided in consultation with Management
Reporting to: 
· CEO

Award: 
· Social, Community, Home Care and Disability Services Industry Award Level 5
· Superannuation will be paid according to the Superannuation Guarantee
· Salary packaging available
Qualifications: 
· A tertiary qualification in Marketing or other related discipline
Mandatory requirements: 
· Unrestricted Victorian Driver’s License and good driving record 
· A Police Record Check (including proof of identity)
· International police check (if required)
· Current Working with Children Check
· Qualification check (original documents)
· Pre-employment safety screening including employment history and disclosure of previous or current disciplinary action
· Referee checks, including most recent supervisor
· Commitment to Child Safety and adherence to the Kara House Child Safety requirements 
· Ethical behaviour and adherence to the Kara House Code of Conduct

Key Selection Requirements
· At least 4 years’ experience in communications and fundraising, donor relations, or similar income-generating roles, ideally with a relevant qualification or certificate. 
· Excellent communication and storytelling skills, with the ability to craft compelling donor content and build meaningful external relationships. 
· Experience in marketing and developing communication
· Confidence in Adobe Suite or Canva (or other platforms) to create content
· Experience or familiarity with community fundraising, segmentation strategy, and data-informed donor engagement. 
· Digital confidence, including experience with CRMs (e.g. Give now), email marketing tools (e.g. Salesforce). 
· Experience or familiarity with community fundraising, segmentation strategy, and data-informed donor engagement. 
· Ability to exercise good judgment in the handling of confidential information
· Understanding of the issues surrounding family violence and a commitment to improving the status of women and children in the community.
· Understanding of brand personality and its importance
· Strong relationship-building and stakeholder engagement skills 
· Excellent project management abilities 
· High level interpersonal and relationship-building skills, and a friendly disposition 
· Strong administration and organisational skills with good attention to detail and accuracy 
· Good time management and prioritisation skills and an ability to work autonomously 
· Demonstrated excellent written and verbal communication skills Word excel etc

Summary of Duties (expansion of duties available on request)
Communications
· Develop marketing communications 
· Maintain the brand guideline and ensure all communication pieces support and reflect the brand standards
· Develop and maintain a yearly communication plan that reflects all activities:
· Monitor and evaluate the effectiveness of communication strategies and adjust as needed.	
· Seek out stories to use across marketing communications
· Create content, monitor and analyse data for social media advertising campaigns (Facebook, Instagram and LinkedIn) 
· Use email marketing platforms to coordinate and implement targeted email marketing campaigns
· Continue to update and improve the website to communicate messaging
· Create and maintain marketing and fundraising collateral materials for both internal and external use
· Organise and marketing education and wellbeing groups in the community
· Develop events – organise and run events in the community for board and team members

Fundraising
· Develop and implement fundraising strategy strategies that secures and sustain relationships that encourage financial, material aid and gifts in will donations
· Maintain a protocol for thanking and maintaining relationship with prospective and previous donors.
· Develop a list of applicable grants
· Apply for grants
· Maintain list of ongoing material aid items that are most needed 
· Create marketing materials that support the Fundraising plan
· Look for opportunities to talk about the work that Kara FVS
· Be part of the Reconciliation Action Plan working group

Ethical responsibilities
· Adhere to the ethics and standards required by the Kara House Code of Conduct 
· Maintain harmonious relationships with all members of staff.
· Ensure familiarity and adherence to the Kara House Policy and Procedures 
· Treat all client, staff, and agency information as strictly confidential.



Note: Statements included in this position description are intended to reflect in general the duties and responsibilities of this position, and are not to be treated as all inclusive. There will be changes to duties and responsibilities over time.
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