
Position Description
Individual Giving Manager

Division : Fundraising and Communications
Award: SCHADS Level 5

Part time (0.8 FTE)
Location: Melbourne (Clayton) or Geelong

Position overview

Reporting to the Head of Fundraising and Communications, this role leads a small team to
strengthen relationships with existing financial and goods donors and identify areas of growth of
fundraising from individuals.

The Individual Giving Manager is responsible for the creation, implementation and continued
innovation of all individual giving programs and opportunities including appeals, regular giving, and
community fundraising. A key focus is improving lifetime value, growing revenue and consistently
delivering an excellent supporter experience.

The Individual Giving and Supporter Experience team works in collaboration with the
Communications team to ensure the style, content and mode of communication to supporters is
individualised and relevant. Our supporters will experience seamless contact from the team
demonstrating their value and importance to us.

As this team is the main point of contact for our supporters, the role also oversees the
administration and logistics of receiving donated goods to the charity, ticketing for fundraising
events and organising group and corporate volunteering opportunities.

The position will require some occasional travel to complete fundraising activities.

Key relationships

Internal ● Fundraising and Communications Team
● Operations and Impact Team

External ● Supporters
● Financial Donors
● Volunteers
● Goods Donors

● Third party suppliers

Team Leadership

Direct Reports ● Supporter Experience Coordinator/s

Wider team ● Volunteers
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Primary responsibilities

● Work with the Head of Fundraising and Communications to develop strategy, budgets and
operating plans for all individual giving programs and opportunities.

● Coordinate and implement all elements of the individual giving program to achieve
assigned fundraising targets. Includes but not limited to: appeals, regular giving, community
fundraising, supporter experience and engagement.

● Develop and assist with delivering key fundraising and engagement events.
● Manage assigned expenditure budgets to achieve desired results and demonstrate a

justifiable return on investment.
● Evaluate and report on campaign outcomes.
● Supplier management to maintain and develop effective relationships to support

organisational goals.
● Create, deliver and continuously review systems and processes to ensure supporters

receive timely, relevant and individualised flow of communication to and from the charity.
● Maintain comprehensive documentation of supporter interactions in Salesforce.
● Represent SKMI at (third-party) community events in both metropolitan and regional areas

to increase brand awareness and fundraising opportunities.
● Strengthen positive relationships with existing community members, while identifying

opportunities to increase engagement and fundraising revenue streams.
● Develop, lead, manage and motivate a high performing Individual Giving and Supporter

Experience team that ensures the supporter experience is exceptional: consistent, timely
and personal.

● Other tasks as required by the Head of Fundraising & Communications or CEO.

Key competencies

● Knowledgeable and experienced in individual giving fundraising activities, with a proven
track record of achieving and exceeding fundraising targets and optimisation of campaigns.

● Organised with impeccable time management skills – you can manage fundraising
initiatives from concept to completion to time, cost and quality requirements.

● Excellent written and verbal communication skills with knowledge of key fundraising tactics.
● Systematic thinker and capability to reengineer systems and processes.
● Outstanding customer service ethic and skills.
● Digital literacy and a good understanding of and/or experience of the digital fundraising

environment.
● Innovative and resilient - seeks and embraces change.
● Collaborative - keeps people informed and involved, seeks solutions and engagement from

others.
● Research and analytical skills - gathers and uses a wide range of data to inform strategy.
● Agency management experience
● A commitment to the vision and values of the organisation

Experience

● Significant work experience in fundraising, marketing or similar.
● Experience in a similar role, preferably in the not-for-profit sector.
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● CRM use including expertise with Salesforce

Special requirements

● Current Working With Children Check
● Ability and willingness to travel as required
● Work outside of standard business hours (8am – 6pm) on occasion - particularly at key

fundraising and engagement events

August 2023
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