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Government of Western Australia
Depariment of Culture and the Arts

JOB DESCRIPTION FORM

2 State Library

%!Ea OF WESTERN AUSTRALIA
)

JOB TITLE:

Fundraising Coordinator

POSITION NUMBER:
13629

CLASSIFICATION:
Level 4

STATEMENT OF DUTIES

1.

2.

10.
1.

12.

Plan, develop and implement strategic and tactical fundraising
campaigns and activities to support the agreed Fundraising Plan.
Implement strategic stewardship program and recognition
strategies to support the Plan,

Participate in Council meetings as required, evaluate activities and
provide progress reports.

Actively seek, develop and manage corporate and community
partnership opportunities.

Develop and implement processes for prospect tracking, task
assignment and maintenance of timelines.

Responsible for writing campaign correspondence including
funding and solicitation proposals and producing promotional
materials.

Support and assist campaign committee assignments and follow-
up, and assist in all aspects of campaign events.

ldentify and build meaningful relationships with key stakeholder
groups, internally and externally.

Deliver all events and communications related to the fundraising
strategy within time and budget.

Manage the financial budgets for the fundraising plan.

Maintain, update and accurately record development relationships
with contacts, donors and sponsors using the corporate CRM
(Customer Relationship Management) database.

Coordinate volunteers as required.

Other duties as required with respect to the skills, knowledge and
abilities of the employee.

Compliance and Legislative Knowledge

Comply with Culture and Arts Portfolic Code of Conduct, policies
and procedures and relevant appropriate legislation.

Meet Occupational Safety and Health, Equal Opportunity and other
legislative requirements in accordance with the parameters of the
position.

Knowledge of Australian Government Privacy Act.

Abide by the Principles & Standards of Fundraising Practice as set
out by the Fundraising Institute of Australia.

REGISTERED

DEPARTMENT OF CULTURE

apliy I AT

Updated: 21 September 2016
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