
Senior Officer Individual Giving
CARE Australia

● Work with a team dedicated to supporting women around the globe to save lives,
defeat poverty and achieve social justice

● Flexible working environment, based in Melbourne or Canberra
● Full time Permanent role

CARE Australia works to defeat global poverty by supporting women to create lasting
change in their communities around the world.

ABOUT THE ROLE

This is an exciting opportunity to play an integral part in CARE Australia’s individual giving
portfolio - coordinating key fundraising campaigns as well as supporting the Senior Manager
of Individual Giving to develop and implement communications to deepen connection and
loyalty between CARE and our donors.

In this newly created role, you will be involved in our key individual giving programs -
including cash giving, virtual gifts promotion and regular giving. Helping to coordinate the
day-to-day development of our direct mail appeals, donor retention activities, regular giving
telemarketing program and our CAREgifts (virtual gift) promotion, you’ll work closely with
staff across the Fundraising & Marketing and have involvement in cross-channeled
initiatives.

Adopting a donor first approach, you will support the Senior Manager of Individual Giving to
put the donor at the centre of our fundraising work and help deliver all activities in line with
budgets and timelines.

You’ll coordinate external and internal stakeholders across creative planning, design, copy,
data management, print and mailhouse fulfilment, ensuring our donors receive
communications that inspire and engage.
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You will collaborate closely with the Data and Platform Performance team, supporting the
Senior Manager of Individual Giving and the Head of Donor Relations to report on the
performance of campaigns and monitor ongoing program KPIs.

The Senior Officer of Individual Giving will also provide back-up to the Supporter Care
Coordinator when required, assisting them to provide first-class customer service to our
supporters.

All CARE staff demonstrate a commitment to the prevention of sexual harassment,
exploitation and abuse and the protection of children in their work.

Key Responsibilities

● Coordinate the day-to-day telemarketing program, including arranging/attending work
in progress meetings with telemarketing supplier, coordinating content needed for call
guides and carrying out training to keep fundraisers informed and inspired about
CARE’s work.

● Under the guidance of the Senior Manager of Individual Giving, prepare and
distribute briefs to external and internal suppliers (including content, design, copy,
data, and mailhouse) for direct mail appeals, donor care, CAREgifts and other
projects as needed.

● Collate feedback from relevant stakeholders and approvers on copy and design,
feeding back changes to suppliers and checking requested feedback has been
actioned.

● Check direct mail data files and direct mail pack lasering lives to ensure quality
control and accuracy of communications sent to donors.

● Work with the Data Team to ensure cash giving data processes are actioned
● Coordinate the send of SMS, telemarketing calling and emails supporting appeal and

CAREgifts campaigns, including liaising with the Data Team regarding data
● Under the direction of the Senior Manager of Individual Giving, liaise with Content

Manager to find engaging stories, images and program information from the women,
staff and communities we work with and well as identify dollar handles for use in
appeals and CAREgifts campaigns.
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● Contribute to the innovation and creative evolution of CARE’s cash giving offering by
suggesting tactics and techniques to be tested in our communications.

● Assist the Senior Manager of Individual Giving to prepare end of campaign reports
for all appeals and CAREgifts activities to analyse performance, identify learnings
and guide future strategies

● Coordinate the day-to-to liaison with the external mail donations processing supplier,
● Assist the Senior Manager of Individual Giving to track and code supplier invoices,

contributing to overall expenditure tracking and ensuring individual giving budgets are
adhered to.

● Carry out regular giving or cash giving reporting as and when directed by the Senior
Manager of Individual Giving.

● Provide back-up Supporter Care support during busy times or as nee
● Carry out other project support as needed and identified by the Senior Manager of

Individual giving

IDEALLY YOU WILL HAVE:

● Minimum 2 years experience in coordination of cash appeals or regular giving
program within a charity preferred but not essential - transferable skills from a
comparable direct marketing or customer experience context will be considered.

● Ability to coordinate direct mail campaigns between the various 3rd party and internal
teams involved in launching and running the campaigns and processing the
responses.

● Excellent interpersonal skills with the ability to maintain collaborative, productive
relationships with internal stakeholders and external suppliers.

● Demonstrated Strong project management skills with the ability to multi-task and
exceptional time-management skills.

● Demonstrated initiative and high-level attention to detail.
● Knowledge of CRMs and Salesforce is desirable.
● Demonstrated experience in budget development is desirable
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WHAT WE CAN OFFER YOU

● A flexible and supportive working environment
● Generous salary packaging benefits
● 17.5% leave loading
● Professional development and training opportunities

CARE Australia will seek information from job applicants’ previous employers about
incidents of sexual exploitation, sexual abuse and/or sexual harassment, and/or child abuse
the applicant may have been found guilty to have committed or about which an investigation
was in the process of being carried out at the time of the termination of the applicant’s
employment with that employer. By submitting the application, the job applicant confirms that
s/he has no objection to CARE Australia requesting the information specified above.

CARE Australia is proud to be an equal opportunity employer. We value diversity and
encourage applications from people living with a disability and/or have lived experience of
disability. We also encourage Aboriginal and Torres Strait Islander people, and those from
culturally and linguistically diverse backgrounds to apply.

HOW TO APPLY?

Please review the Candidate Information Pack available on our website and complete the
online application form by clicking ‘Apply Now’ via the portal on our website. Please ensure
you attach your CV and cover letter addressing the selection criteria (max 2 pages). After
submitting your application you will receive an automatic confirmation of receipt. Only
applicants who fully address the criteria will be considered.

This will be conducted as a rolling recruitment process, with shortlisting and interviews being
completed as applications are received. Please submit your application ASAP if you are
interested in the role. More information can be found at
careaustralia.connxcareers.com/Job/ViewJobs
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QUESTIONS ABOUT THE ROLE?

Please contact Alice Anwar on alice.anwar@care.org.au using the subject line “Senior
Officer Individual Giving enquiry” (please do not email applications to this address).

Applications close 11.59pm AEDT Sunday 4 December 2022.
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