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POSITION DESCRIPTION 

Community Fundraising Officer 

 

Program: Fundraising 

Reports to: Head of Fundraising 

Supervises: Volunteers (when required) 

Date of Last Review: June 2024 

Classification: Social and Community Services Employee Level 3 

Sacred Heart Mission Enterprise Agreement 2023 or 

subsequent Agreements 

Victorian Portable Long 

Service Benefits Scheme 

This role has been deemed eligible to participate in 

Scheme 

 

PROGRAM INFORMATION 

The fundraising team manages all events, relationships with donors, fundraising appeals, 

community fundraising activities, donations to the Mission, bequests, and corporate 

sponsorship. This team is integral to the Mission, as it generates much needed funds to 

support operational activity that would otherwise not be funded.  

 

PURPOSE OF THE POSITION 

The Community Fundraising Officer is responsible for raising funds through the management 

and development of donor relationships within the broader community. This includes schools 

via the Social Justice Program, networked individuals, community groups and other clubs. 

 

In this role you will: 

• Encourage and harness support from groups, schools, clubs and individuals within the community 

to raise funds for Sacred Heart Mission’s work. 

• Raise awareness and support for the Mission, and its work, in line with the organisation’s brand 

and strategic plan. 

• Together with the Head of Fundraising, continuously develop and evolve the community 

fundraising program in line with opportunities arising from the team, the sector and our supporters. 
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• Build and retain a portfolio of community fundraisers who are actively engaged throughout the year 

and advocate the work of the Mission through a variety of engagement and fundraising activities. 

 

KEY RESPONSIBILITIES 

 
Accountability 

 

 
Key Responsibilities/duties (note: this is not an exhaustive list) 

Fundraising  

 

• Work with the Head of Fundraising to plan, develop and 

implement community engagement and stewardship 

strategies to meet and deliver on priority fundraising program 

outcomes. 

• Prioritise key activities and deliver on the fundraising bottom 

line through these activities, including working with the event 

coordinator during all fundraising events as required. 

• Engage and coordinate with schools in the Social Justice 

Program to raise funds as well as awareness in the wider 

community. 

• Coordinate community fundraising activities.  

• Identify, recruit, and retain key influencers to be ‘community 

ambassadors’ for the Mission to facilitate fundraising activities. 

• Coordinate gifts in kind for the organisation, especially through 

the ‘Gift of Choice’ campaign over Christmas time. 

Stakeholder Relations 

 

• Manage relationships with schools, clubs, networked 

individuals, and community groups.  

• Represent the Mission at community events or arrange for 

another suitable representative where appropriate.  

• Liaise with, and provide guidance to, individuals who are 

organising fundraising activities for the Mission.  

• Retain the support of existing gift in kind supporters to deliver 

for our clients during the festive period. 

• Develop and maintain strong working relations with the 

appropriate SHM service delivery teams and SHM volunteer 

team to deliver program outcomes. 

Financial 

 

• Deliver financial community fundraising outcomes as outlined 

in the Mission’s budget. 

• Monitor and evaluate stakeholder engagement activities, 

providing ideas for continuous improvement. 
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Communications 

 

• Deliver warm and engaging communications to community 

fundraisers throughout the year and as required, i.e., in 

support of events. 

• Ensure supporters and volunteers are appropriately 

welcomed, thanked, and kept up to date with our work. 

Reporting 
Report regularly on outcomes as they relate to the fundraising 

budget and KPIs. 

Team 
As a team player, actively contribute to Fundraising team 

meetings, fundraising email and hotline, regular supervision and 

fundraising activities and events as required. 

Professional 
Development  

• Attend and participate in regular supervision sessions. 

• Undertake all mandatory and core training in a timely manner. 

• Participate in annual professional development and 

review (PDR) process and take responsibility for own 

training and development plan in collaboration with 

direct supervisor. 

Health & Safety  
 
 

SHM staff are required to take reasonable care of their own 

health and safety and others in the workplace and comply with 

relevant policies, procedures, and instructions. 

Information Security  
All staff are required to manage information and data in 

accordance with SHM frameworks, policy and, procedures 

relating to privacy, document and data management, and cyber 

security. 

RISK  
 

All SHM staff are required to consider, identify and address risk 

in accordance with the responsibilities of their position. 

CQI 
(Continuous Quality 
Improvement) 
 

All SHM staff are encouraged to identify quality improvement 

opportunities and implement and monitor CQI initiatives in 

accordance with the responsibilities of their position. 

TIC 
(Trauma Informed Care) 
 
 

All SHM staff are required to engage in TIC learning and 

development and integrate their understanding of and 

responsiveness to the impact of trauma within their work. 
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MANDATORY REQUIREMENTS 

• Eligibility to Work in Australia. 

• A current Criminal Records Check.  

• Valid driver’s license to drive in Australia.  

QUALIFICATIONS 

DESIRED 

• Certificate IV or diploma level Tertiary qualification in Fundraising, Communications or 

Marketing. 

KEY SELECTION CRITERIA  

• Strong communication skills, both verbal and written. 

• Experience in building strong supporter relationships. 

• Experience in P2P community fundraising. 

• Experience in developing and managing volunteers. 

• Excellent self-motivation, prioritisation, and planning skills. 

• Ability to work independently. 

• Ability to manage timelines and work to set KPIs. 

• Experience in the use of Raisers Edge would be an advantage. 

• High level interpersonal skills, with a demonstrated capacity to work collaboratively with 

others and exercise influence in a diversity of contexts. 

• Ability to participate collaboratively and constructively within teams of peers, staff and other 

stakeholders, as well as initiative and effective personal judgement when working alone. 

• Strong alignment with the values of Sacred Heart Mission. 

 

VISION, MISSION AND VALUES 

Our vision is of an inclusive, fair, and compassionate community, which enables people to 

overcome disadvantage and realise their full potential. Our mission is to build people’s 

capacity to participate more fully in community life, by addressing the underlying causes of 

deep, persistent disadvantage and social exclusion. Our Values are: 

• Welcome – we welcome and actively engage people in order to build relationships based on 

respect and trust. 

• Community - we enable people to feel supported by and connected to the broader 

community. 

• Challenge - we challenge the unjust social and economic structures that cause disadvantage, 

social exclusion, and homelessness. 
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• Accountability - we measure the impact of our work so that we can develop the evidence to 

address deep, persistent disadvantage and social exclusion. 

• Innovation - we ensure that our services remain contemporary, creative, responsive, and 

effective. 

 

POSITION DESCRIPTION SHOULD BE REVIEWED ANNUALLY OR WHEN POSITION CHANGES 

 


