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Summary 
Position Title:  Community Fundraising Specialist, Community Programs  

Reports to:  Manager, Community Programs 

Current Incumbent: Nil – New Position 

Hours of Work: 3 days a week - through hours of 8:30 AM to 6:00 PM Monday to Friday 

 

Proveda is a not for profit, community-based organisation. We help people simplify and navigate 

complexity, to access the support and services they need.  We harness our collective expertise to 

build capability and connection among individuals and communities. 

Our Care Navigation service model enables our focus to support people, their families and carers to 
navigate the health and social care systems to access the services they require, when they require 
them.   

We work within the Values of People, Action, Integrity, Courage, Sustainability. 

The purpose of the Community Fundraising Specialist position is to work with the Manager, 
Community Programs to deliver on and evaluate the fundraising strategy for the organisation. 
Proveda has recently started to raise funds through individual donors, grassroots events and 
corporate partnerships. We raise funds for our own programs as well as for local charities in the 
Northern Sydney region.  

The Community Fundraising Specialist will grow to understand Proveda’s potential donor pool and 
hold a vital role in planning events and coordinating other activities to encourage giving and help 
Proveda move toward its goal of greater social impact through fundraising.  

Key Result Areas 

 

In collaboration with the Manager, Community Programs, establish a multi-faceted 
fundraising strategy aligned to organisational direction 

▪ Plan and execute on activities to quickly test and grow 

▪ Actively participate in brainstorming and creating new methods to raise funds for Proveda 

▪ Collaborate with other organizations and groups within the community to build partnerships 
and enhance fundraising activities 

Deliver or surpass fundraising targets in accordance with the fundraising strategy 

▪ Oversee the effective promotion of events and campaigns in collaboration with the Marketing 
& Communications (MarComms)Team and evaluate for efficiency 
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▪ Brief the MarComms Team to support the development of marketing content and materials  

▪ Analyse the performance of events and other fundraising activities for effectiveness and 
identify and exploit cost-saving opportunities 

Manage and maintain the donor register and regular donor communications schedule 

▪ Maintain complete and orderly records of donors 

▪ In collaboration with the MarComms Team, develop an appropriate cadence for a regular 
communication schedule to donors 

▪ Brief the MarComms Team on content for donor communications 

Coordinate the submission of grant applications aligned to organisational match and 
eligibility 

▪ Identify appropriate philanthropic grant opportunities through grant rounds  

▪ Obtain the required criteria dependent information to achieve the grant 

▪ Draft, write and submit the grant applications within the required timeframe 

Deliver in line with the organisation's objectives and agreed performance indicators: 

▪ Attend and effectively contribute to mentoring and support that is provided for the purpose of 
developing and enhancing your performance 

▪ Participate effectively in any process related to performance planning and/or assessment in 
line with the Performance Management Policy 

▪ Source and attend professional development opportunities as required and approved 

▪ Participate in any internal/external meetings/conferences or training that may benefit Proveda 
and its organisational objectives as requested 

 

Actively promote Work, Health, Safety and Rehabilitation policies, practices and procedures 

 

Quarterly reporting  

 

Key Challenges 
 

▪ Establish an effective fundraising strategy to meet targets within a broad remit  
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Key Relationships  
 

 

 

 

 

 

Expertise 

• Relevant experience in fundraising, marketing, partnership development. Tertiary 
Qualifications in Fundraising, Marketing, Sales, Philanthropy or similar is preferred but not 
essential.  

• Successful track record of meeting fundraising targets  

• Highly developed interpersonal skills including consultation, openness, fairness, flexibility, 
liaison, and problem-solving skills  

• Natural story-teller, developing clear, professional and concise philanthropic grant 
applications. 

• Skilful writer, with excellent grammar, spelling and attention to detail. 

• Demonstrated experience in working in a highly customer-focused environment  

• Experience in working within a flexible, multi-skilled team with advanced interpersonal, 
communications and customer service skills.  

• Demonstrated experience in program development and delivery 

• Exposure to working with volunteers and or volunteer coordination 

• Superior/excellent digital communication skills and use of technology for efficiency  

• Advanced computer literacy, including Microsoft Office, and CRM software 

• Proven ability to operate independently and professionally with limited supervision 

• Capacity to manage workflow and prioritise issues. 

 

 

 

Significant Relationship Reason 

Manager High-level support 

 Leadership Team  Advice, information, support  

Community Program Team Members Advice, information, support 

Other Proveda employees/volunteers Role model Proveda professional behaviours 
and performance standards 
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Behaviours 
 

Proveda Values underpin all of our actions and are to be demonstrated by all employees 

 

 How we live our values at Proveda  
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People and relationships drive everything we do, and our belief in achieving better 
outcomes together. We recognise everyone as individuals, and people connected to 
community and culture. We create opportunities to nurture both. 
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We want to be measured by the quality of our actions. We build trust by demonstrating 
honesty, authenticity and responsible decision making. 
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We act with purpose. We listen, learn, and we act on behalf of those we serve. We are 
committed to ongoing learning and improving. 
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We explore new ideas and bravely push boundaries. We are not afraid to do hard things, 
or tackle tough decisions with compassion, to get the best outcomes for people 
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We are good stewards of an important legacy, connected to our past and focused on the 
future. We act with consideration for our people, environment, finances, and our ability to 
continue having a positive impact for the long term. 

 

Work Performance Appraisal 
 

▪ After 3 months and thereafter, annually. 
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Role Dimensions 
 
Operational Expenditure 
Operational Expenditure in line with budget. 
 
Administration and Policy 
All administrative decisions and organisational policies linked to the provision of service and/or the 
efficient management of service delivery within Proveda.  
 
Staffing 
Support Manager in reporting, if required. 
Direct Reports - Nil 
 

 

APPLY NOW  jobs@proveda.com.au  
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