
DONOR SERVICES REPRESENTATIVE – Full time 

The Heart Research Institute (HRI) is an internationally recognised Medical Research Institute that performs 
ground-breaking cardiovascular research from our state-of-the-art facilities located in Newtown. For over 30 
years, The HRI has been one of Australia's leading research organisations working to detect, prevent and 
treat heart disease. Through our research, The HRI has made significant findings that have changed the way 
we live with and treat cardiovascular disease. 

We are seeking someone with a strong customer focus and excellent communication skills to join our Donor 
Services team, which is part of our wider in-house Fundraising team. You will primarily be building 
relationships with our amazing donor network and working to keep them as ongoing supporters of our work 
at the Heart Research Institute (HRI). Day to day you will be answering calls from our regular donors, 
working with them to maintain their regular donations and accurately recording donor information in the 
database. 

You may have worked in a similar environment previously and have a good understanding of how 
fundraising and not-for-profit environments work. Alternatively, your experience may come from a 
sales, customer service and/or call centre operation where you have been responsible for managing 
customer retention as part of your role. 

The appointment period is for a maximum term of one year with the strong possibility of renewal. 

Essential criteria: 

• Strong customer service skills. 
• Excellent verbal communication and relationship management skills. 
• Strong experience with databases, Raisers Edge would be ideal. 
• Intermediate Microsoft Office experience (Outlook, Word, Excel). 
• Ability to multi-task with strong organisational and administrative skills. 
• Highly motivated and organised, but also flexible and adaptable. 
• Capable of independent work but also a strong team player. 

Desirable criteria: 

• Previous call centre experience. 
• Community Fundraising experience. 
• An understanding of the fundraising sector and 'donor save' programs will be useful. 

We offer: 

• A friendly, flexible and productive team environment. 
• Real work-life balance. 
• A convenient location in the heart of Newtown. 
• A competitive salary depending on experience, plus not-for-profit salary packaging benefits 

 

How to apply: 

Your application should include: 



• A cover letter addressing the essential and desirable criteria and addressed to Rosemary Warwick
• A current resume

                                      Please email your application to careers@hri.org.au

Please apply as soon as possible, as this job ad will close once we have received a sufficient 
response of relevant applications.  Due to the volume of applications expected, only shortlisted 
candidates may be contacted. 

Eligibility: To apply for this position you must hold full Australian work rights. 

The Heart Research Institute supports Equal Employment Opportunity. We value diversity and 
encourage applications from women, Aboriginal and Torres Strait Islanders, people with disability, 
LGBTQI individuals and applicants of diverse cultures and ages. 

www.hri.org.au 

http://www.hri.org.au/

