
 

EVENTS AND FUNDRAISING COORDINATOR 
 

Full-time role 
Based in Oxley, Brisbane with flexible working arrangements 
Salary sacrifice offered 
 
ABOUT MND QUEENSLAND 

2023 marks 40 years of care and support for Queenslanders impacted by Motor Neurone 
Disease (MND).  
 
As a leading organisation wholly focussed on supporting people living with MND – and their 
families, friends and carers – MND Queensland offers understanding and practical 
assistance by delivering information, education and specialist support services. 
 
We are seeking an experienced fundraising and events person to coordinate our fundraising 
events, liaise with and support our third-party fundraisers and peer-to-peer fundraisers and 
promote our events and activities. 
 
You’ll be joining a small, but dedicated team who are rewarded by making a positive 
difference in the lives of people diagnosed with this life-limiting condition. 

 

1.            POSITION OVERVIEW.  

The Events and Fundraising Coordinator is responsible for the conduct, coordination, and delivery of  

special events conducted by MND Queensland and all third -party events conducted by agreement 
with supporters, sponsors and other parties. This includes the identif ication of , and response to 
opportunities to grow and develop the Events program in accordance with the Policies and 

Procedures of  the Association and the Strategy, Business and Fundraising Plans.  

You are responsible for the following: 

1. Increase the revenue through Events and Third-Party Events, Peer-to-Peer (P2P) fundraising 

and other activities. 
2. Report to and support the Fundraising, Marketing and Communications Manager.  
3. Build strong relationships with members, supporters, stakeholders, donors, sp onsors and 

community groups. 
4. Conduct risk management plans around events and ensure adequate insurance cover is in 

place. 
5. Develop closer links with other MND Associations around Australia.  
6. Use and be prof icient with the CRM/database. 

7. Use social media, email, traditional media and other marketing platforms to promote events 

and activities to attract participation and ensure their success.  

 

 

 



2.            INCREASE THE REVENUE. 

You are to develop, grow, manage, and conduct in-house events, P2P activities and Third-Party 

Program and annual events calendar. This will include the events that are already established such 
as the Walk to D-Feet MND, Drink Tea for MND, promoting existing P2P opportunities (e.g. 

marathons and triathlons) and coordinating new events and activities.  

You are to: 

8. Develop a comprehensive annual calendar of  events and activities.  
9. Establish teams of  volunteers to support the events.  

10. Develop a strong MND Awareness Week around Queensland with activities and fundraising 

events. 
11. Assist and promote Third-Party events/fundraisers such as Golf  Days, Bowls Days, Bike 

Rides and other events. 

12. Liaise with Peer-to-Peer fundraisers and encourage their ef forts. 

13. Increase the prof ile of  the Association via events and Third -Party activities. 

14. Develop new opportunities and new ideas. 

 
3.            REPORTING. 

You are to report and be accountable to the Fundraising, Marketing & Communications Manager and 

work in close liaison with the CEO, staf f  team, members and supporters.  

You are to: 

15. Submit a monthly report to the Fundraising, Marketing and Communications Manager 
16. Submit budgets for each event and activity. 

17. Write procedures for each major event/activity. 
18. Create events/third-party/P2P related content for our newsletter and social media e.g. reporting 

on events, promoting upcoming activities etc. 
19. Create post-event reports on MND events. 

 

 
4.            RELATIONSHIPS. 

You are responsible for building strong relationships with the staf f  team, members, supporters, 
donors, f riends, volunteers, and stakeholders of  MND Queensland.  

 

In particular, we want you to:  

20. Assist and foster supporter groups by supporting their own events and activities.  

21. Increase membership and volunteers through your networks.             
22. Develop closer relationships with service clubs and other community groups, all supporters, 

sponsors, and volunteers. 
23. Encourage supporters to increase their community fundraising ef forts and P2P activities 

through regular communications including emails, phone calls and the creation of  social 

media content. 

 
5.            RISK MANAGEMENT AND INSURANCE. 

You are to ensure that all events and activities have proper Insurances and risk management 

assessments in place. 

  

6.            LINKS WITH MND ASSOCIATIONS AROUND AUSTRALIA. 

You are to establish and maintain close links and ties with MND Associations around Australia in 

order to enhance National events and activities and to share and reduce costs of  products and 

merchandise. 

  



7.            DATABASE 

The CRM/database holds valuable donor, event and Third -Party data. You are to become familiar and 

prof icient with the use and development of  the database  

 
 

REQUIREMENTS 

• Experience in event coordination and fundraising 

• Experience in using Microsof t 365 (e.g. Word, Outlook, Excel etc.) 

• Desired - database/CRM experience 

• Strong writing/communication skills 

• Desired - social media experience 

• Driver’s licence 

• Eligibility to pass an NDIS Worker Screening 

 
 

APPLICATIONS 

We encourage you to apply as soon as possible if you are interested in this role as the 
position as applications may close earlier than the official close date if a suitable candidate is 
found. 

 
Please apply by sending your resume and brief cover letter to fundraising@mndaq.org.au.  
 

If you have any queries or would like to discuss the role further, please contact Jason Russo, 
Fundraising, Marketing and Communications Manager by calling 0420 882 010 or email 

fundraising@mndaq.org.au. 

 

mailto:fundraising@mndaq.org.au

