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Position Description

Development Manager

Responsible to: Chief Executive Officer (CEO)
Location: 231 Moorabool Street Geelong

Part Time Position: three days per week (equivalent)
Salary Package Range: $55,000 to $65,000

For more information regarding the Foundation - www.geelongfoundation.org

About Us

The Geelong Community Foundation enables the people of the broader Geelong
region to contribute to its long-term benefit and development by building a
community endowment, addressing needs through grant making and
encouraging philanthropy through the contribution of ‘talent, time and treasure’.

Overview of the role

We are looking for a highly motivated individual to actively continue the growth
of the Foundation’s Endowment Trust Funds through the development of new
Named Funds from individuals, organisations and businesses and Named Funds
through gifts from wills and estates. The role will require active implementation
of the Foundation’s Strategic Plan. Working closely with the CEO, you will be
expected to build and maintain a prospect pipeline, secure income against
targets and manage relationships with many of our existing and potential
donors. This role is an initial one year contract with the opportunity to extend to
a longer term contract.

Responsibilities
Manage a portfolio of existing donors and new prospects to secure income
against targets.

(1)Expand the organisation’s donor base through effective identification and
cultivation of new relationships

(2)Raise income against agreed targets and secure multi-year commitments
from new donors

(3)Interpret, analyse and adapt information to produce funding proposals

(4)Lead on specific projects where required
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Build and maintain a dynamic prospect pipeline.

(1)Identify, research and qualify new prospects for the Foundation

(2)Prepare research profiles as required

(3)Undertake network and stakeholder mapping on current donors, key
contacts and top prospects

(4)Work with the CEO and Donor Committee to continue to develop systems
for segmenting, identifying and targeting donors

(5)Support relationships with Donor Committee Members, attending
meetings, providing research, reports etc as required

(6)Maintain meticulous records of donor relationships, prospects and
donations on our Salesforce database

Manage relationships with our existing donors and contacts

(1)Manage a portfolio of existing donors, ensuring that excellent relationship
management and donor care, characterises all work

(2)Raise income and secure multi-year commitments from existing
supporters

(3)Distribute annual donor statements and any other updates in accordance
with our donors’ wishes

Contribute both as a member of the Donor Committee and the Foundation as a
whole to ensure the organisation is able to achieve its mission.

(1)Work closely with all members of the Donor Committee and the Board to
help to ensure income targets are met

(2)Represent the Foundation effectively at external events and engagements

(3)Act in accordance with the policies and procedures of the organisation

(4)Undertake any other reasonable responsibilities as directed by the CEO

Person Specification
Essential Experience

(1)A track record of meeting ambitious income or equivalent targets

(2)Highly developed research skills, with a proven ability to identify new
prospects and in developing cultivation strategies to secure their support

(3) Excellent networking and interpersonal skills that facilitate strong
relationships

(4)Proven relationships and connections within the region

(5)Strong computer skills including knowledge of CRM systems and MS Office
programs, Gmail, Dropbox etc. Knowledge of Salesforce would be an
advantage



Desirable Experience

(1)Experience of developing innovative funding products, written funding
proposals, and Case for Support documents

(2) Experience working with Trustees and Volunteers

(3)An understanding of social issues in the region

(4)Financial literacy and experience of managing budgets

Personal Qualities

(1)An understanding of and commitment to the region’s most vulnerable
populations

(2)An excellent verbal and written communicator

(3)Flexibility and a practical, can-do attitude

(4)Highly motivated and commercially astute

(5)Passionate and dedicated

(6)A persuasive negotiator

(7)Positive, resilient and supportive of others

(8)A collaborative team player

Other

(1)Availability for occasional evening and weekend work when necessary

Geelong Community Foundation ABN 41-659-735-441 is a tax deductible fund of
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