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POSITION DESCRIPTION 

 

POSITION TITLE: Philanthropy Coordinator –Planned Giving 

 0.6 FTE – 3 year contract 

NAME OF POSITION HOLDER:  Vacant 

SIGNATURE:  

TITLE OF SUPERVISOR: Senior Executive – Planned Giving 

NAME OF SUPERVISOR: Jessica Frean 

SIGNATURE:  

  
  

For office use only  

Position Number:  
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1.    PURPOSE OF POSITION 

Under the guidance of the Senior Executive, Planned Giving, the Philanthropy 

Coordinator – Planned Giving is responsible for 

 end to end administration of the Gifts in Will revenue pipeline to optimise gift 

impact  

 best practice stewardship of endowment trustees to achieve revenue growth 

 stewardship of individuals to move potential planned gift donors from discovery 

to commitment 

 coordination of a calendar of events and communications which celebrate and 

promote planned giving  

 

2  ORGANISATIONAL RELATIONSHIPS 

 

The newly created role works closely with the Senior Executive, Planned Giving as part 

of the Individual Giving team within the Fundraising Department.  

 

Position Title of Supervisor:   

Senior Executive – Planned Giving 

 

Positions that also report to this position: 

 

NIL 

 

3  ORGANISATIONAL CONTEXT OF POSITION 

 

Founded in 1989, The Royal Children’s Hospital (RCH) Foundation is the fundraising arm 

of RCH Melbourne, one of the world’s leading children’s hospitals. The RCH Foundation 

has the vital role of raising and distributing donated funds to the hospital.  While a 

legally separate organization, the RCH Foundation works closely with the RCH in 

achieving its vision.  

 

Generous community support helps to sustain the hospital’s role as international leader 

tackling some of the world's biggest health issues, and the RCH Foundation supports a 

vast network of fundraisers and donors. Donated funds drive the hospital’s growth, are 

utilised for purposes of medical excellence and support only the most innovative, life-

changing programs and initiatives – that would otherwise not exist - in the areas of 

research, leadership, training, technology, equipment, and patient and family centred 

care. 

 

Vision  We are the RCH Foundation and we are changing the future of children’s 

health. Our vision is that the RCH, founded in philanthropy, supported now 

and in the future, will have the capacity to transform health care for children 

and young people.  

 

Mission  We inspire the community to invest in the hospital’s future by supporting 

care, treatment, research and learning that will improve the lives of young 

people and their families  
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Values  Integrity  

Moral, Ethical, Honest, Transparent and Trustworthy  

We show integrity in all our interactions. We build trust with our 

communities by being transparent and by respecting our donors, 

suppliers and colleagues.  

 

Gratitude  

Gratitude and appreciation guide what we do  

We are grateful to work in an organisation where young lives are being 

changed.  

We appreciate the generosity of our donors, the support of our 

colleagues and the respect of our community.  

We are grateful for the love the community demonstrates for our 

children.  

 

Innovation  

Change and creativity are central to who we are  

We empower each other to explore new ways to innovate and change.  

We support medical innovation and we enable the RCH to break new 

ground.  

 

Excellence  

Beyond best practice  

We hold ourselves to the highest standard.  

We are professionals in our field with a burning desire to pursue 

excellence.  

Our action orientation coupled with reflective practice drives growth and 

leads to significant impact for the hospital and our donors.  

 

The result of these values translates into action. We are known for delivery on our 

commitments. 

 

4. NATURE AND SCOPE OF POSITION 

 

4.1  Work performed 

 

This role focusses on the Gifts in Wills revenue pipeline, endowment stewardship, 

discovery and cultivation of prospective pledgers, and stewardship of committed gift in 

Will donors. The expectation is approximately 70 per cent of time will be on revenue 

pipeline and endowments stewardship. 

 

The role is responsible for day to day administration of notified Gifts in Will. The 

majority of Gifts in Will received are residual and pecuniary bequests, and the 

incumbent will proactively liaise with estate administrators and related parties to 

expedite distributions, and fulfil revenue and stakeholder expectations.   
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The incumbent delivers an engagement program for trustees and client facing 

representatives of Trust Companies, providing best practice stewardship of endowment 

giving. It will also implement strong stewardship of donors endowing funds for 

management by the RCH Foundation. This focus on enhanced stewardship of 

endowment giving is a priority to support revenue growth.  

 

Donor development is integrally part of this role and the incumbent will liaise with 

individuals considering a planned gift. They will support the use and impact of data to 

refine the Gift in Will donor profile, coordinate qualification of leads from surveys and 

appeals, and cultivation plans for these supporters that move them to a commitment. 

They will develop positive relationships across the RCH Foundation’s supporters 

including current and former RCH staff and volunteers, Auxiliary members, donors to 

the Good Friday Appeal and third party channels, grateful families and former patients. 

Understanding of the RCH precinct and the impact of philanthropy, and respect for 

supporter motivations and preferences, are of great value.  

 

The position facilitates planning and delivery of regular events and communications to 

connect with trustees, prospective benefactors and committed gift in Will donors, 

through The 1870 Society. The 1870 Society is a membership group recognising people 

who have a pledged gift in Will. The incumbent will work across the organisation to 

ensure these contacts receive a consistent and high quality experience. 

 

Challenges and problem solving 

This new position facilitates acceleration of the planned giving program’s goals overall.  

Challenges are: 

 Balancing administration and relationship building 

 Understanding the confidentiality and private nature of gift in Will 

discussions 

 Emotional resilience and ability to communicate with the bereaved 

 Diplomacy and patience to maintain donor-centricity while effectively 

progressing distributions and commitments 

 Developing a productive working relationship with the Senior Executive – 

Planned Giving, who is part time (.8)  

 

4.3.  Decision-making 

 

The Philanthropy Coordinator – Planned Giving reports to the Senior Executive - 

Planned Giving. Although working under supervision, the incumbent needs to be able to 

work autonomously and use initiative to provide timely donor-centred services. 

 

The role will monitor revenue timelines, and make decisions on liaison with estate 

administrators based on policy and procedure. The incumbent will also make 

recommendations on new processes to improve the effectiveness of the planned giving 

program and enhance donor relationships and moves management.   
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The incumbent will develop a portfolio of enquiries in close collaboration with the 

Senior Executive – Planned Giving and ensure responses to those requiring customised 

advice are agreed internally before being communicated to inquirers. 

 

The position will identify and bring sensitive matters to the attention of the Senior 

Executive – Planned Giving and Manager, Individual Giving, as appropriate, to ensure 

proposed solutions are endorsed before implementation.  

 

4.4.  Communication  

 

Internal  

 RCH Foundation staff – act in accordance with its values and contribute toward a 

team environment that works towards the success of the organisation 

 Develop friendly, professional and productive relationships with RCH Foundation 

volunteers and with RCH Auxiliary members  

 RCH Staff – develop productive relationships with clinical practitioners, allied 

health professionals and researchers in order to develop key messages and 

deliver donor care 

 To be part of the team, and join in our flexible, supportive and passionate 

working environment with good humour and a positive attitude 

 

External  

 Represent the RCH Foundation at external functions and fundraising activities, 

where required 

 Local, national and international networks – build connections between the RCH 

Foundation and the wider health, fundraising, volunteer, not-for-profit and 

corporate sectors 

 

5. KEY ACCOUNTABILITIES 

 

Administration of the Gifts in Will revenue pipeline to optimise gift impact  

 Liaise with estate administrators to secure documentation, updates and 

distributions  

 Review estate accounts    

 Identify and escalate estates which require legal advice to the Senior Executive –

Planned Giving 

 Ensure inbound correspondence is dealt with promptly and records are 

maintained in the RCH Foundation’s database, Salesforce 

 Research potential projects to fulfill tied bequests using the RCH Foundation’s 

grants program 

 Work closely with the Individual Giving and Communications teams to 

communicate impact of gifts to stakeholders as appropriate 

 Maintain database records for legal and financial practices and identify where 

these actively refer a bequest to RCH to clients 

 Review death notices and undertake Will searches 
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Best practice stewardship of endowment trustees to achieve revenue growth 

 In consultation with the Senior Executive, Planned Giving and Manager, 

Individual Giving, draft applications to increase income from discretionary 

endowments 

 Coordinate stewardship plans for stakeholders in RCH Foundation-managed 

endowments, to facilitate their rapid establishment, impact and story sharing 

 Track income from externally-managed endowments and proactively identify 

opportunities to reinforce acknowledgment 

 Liaise with estate and endowment administrators, and with RCH Foundation 

finance and grants teams to provide timely acknowledgment, reporting and 

fulfilment of obligations 

Manage a portfolio of potential planned gift donors from discovery to 

commitment 

 Follow up requests for information by donors, solicitors and trustee companies 

in a timely and professional manner 

 Qualify leads from appeals and Supporter Survey 

 Implement activity plans for qualified inquirers – this may include face-to-face 

meetings, delivering tours and arranging access to clinicians as appropriate 

 Use the RCH Foundation CRM to capture and build relationship profiles 

 Coordinate systematic stewardship activities for committed planned givers , 

including welcome packs, recognition in publications and onsite installation, 

anniversary and birthday touchpoints and appropriate bespoke 

acknowledgment opportunities 

 Identify opportunities to steward and engage 1870 Society members and key 

stakeholders across regional Victoria and interstate 

 Adhere to appropriate Gift in Will recognition policies and procedures, including 

strict recognition of requests for anonymity 

 

Coordination of calendar of events and communications which promote planned 

giving  

 Work closely with the Senior Executive - Planned Giving to develop and roll out 

planned giving collateral including brochures and The 1870 Society newsletter, 

and to create stories championing and celebrating planned giving donors 

 Identify opportunities to engage further with professional trustees and advisors  

to seek their advocacy with peers and clients 

 Assist in developing a Gift in Will conversation’ training workshop or equivalent 

for staff and volunteers 
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6. KNOWLEDGE, SKILLS AND EXPERIENCE  

 

Selection Criteria 

 Demonstrated experience as a fundraising and philanthropy professional, with a 

focus on the area of Gifts in Will  and planned giving 

 Understanding of the responsibilities of executors. Experience in working with 

executors, including experience in dealing with contested estates 

 High level of computer literacy and proficiency with personal computers including 

word processing, spreadsheet, and customer/donor management database 

software. Excellent written and verbal communication skills, with a comfortable 

phone manner 

 Demonstrated ability to work to deadlines and have the ability to prioritise 

effectively, with well-developed organisational and planning skills 

 Demonstrated ability to work both independently and as part of a team to 

achieve goals 

 Demonstrated attention to detail; applicable to documentation, information 

recording and planning  

 Ability to exercise discretion in dealing with sensitive information and maintain 

confidentiality at all times 

 Clear understanding of and personal commitment to the mission and values of 

the RCH Foundation 

 

7 TERMS AND CONDITIONS 

 The position is offered as a 0.6 FTE position on a three year contract with a six 

month probationary period. 

 There will be a requirement to work outside of normal hours on limited occasion 

for fundraising events and activities. Allowance is made for reasonable time-in-

lieu. Flexible working hours and conditions are offered. 

 Leave entitlements as per national standards. 

 A current driver’s license is required 

 A Working with children check is required 
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8 KEY PERFORMANCE INDICATORS 

 To be developed with a personal work plan. 

 

 

AGREEMENT TO THIS POSITION DESCRIPTION – to be filled out by the successful 

applicant 

 

Signed for and on behalf of Sue Hunt 

Chief Executive Officer 

The Royal Children’s Hospital Foundation 

Signed by the Appointee 

Appointee Name: 

Signature: Signature: 

Date: Date: 

 

 

MORE INFORMATION AND HOW TO APPLY 

 

 Applications must address the Selection Criteria in the position 

description - applications that do not address the Selection Criteria will 

not be considered.  

 For further information or queries about this role, please contact  Jessica 

Frean on Jessica.frean@rch.org.au or 9345 6389 

 Send your application, including your CV, and your response to the 

Selection Criteria to jobs.foundation@rch.org.au by Friday 16 August 
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