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	Position Title
	Corporate Partnerships Coordinator

	Location
	Richmond, Victoria

	Reports to
	Strategic Partnerships Manager
	Employment
	FTE 0.8 or 1.0

	Department
	Marketing and Fundraising
	Direct Reports
	N/A

	

			
	SUPERVISOR/MANAGER
	HR

	SIGNED
	
	

	DATE
	
	




	
Position Purpose:
	The Corporate Partnerships Co-ordinator is responsible for supporting the Strategic Partnerships Manager in the Corporate Partnerships program.  They will assist and support all existing partnership-related inquiries and be the first point of contact for all new incoming inquiries.

This role will focus on ensuring that all existing partnerships are well maintained and supported through impact reporting, marketing communications, data management, and research development.   They will ensure that all key deliverables are achieved on time and to a high standard, and work towards identifying relationship growth and development.

The role will involve assisting on opportunities within the growth and acquisition portfolio by conducting desk-top research, prospect identification, and building out of partnership communications.  They will also assist in the implementation of a newly designed workplace giving program.

An additional function of the role will be the overseeing and implementation of a national Peer-to-Peer event.  This will involve working with RFDS federation and other sections/ops to ensure the successful delivery of the event within Victoria.  The responsibility will see the inclusion and growth of organisations in the campaign through corporate participation.


	
Position Tasks and Responsibilities

 


	· Oversee the Corporate Partnerships calendar of activity and stakeholder inclusions in newsletters and other communications
· Ensure all partnership benefits and contracted obligations are delivered and fulfilled in a timely manner
· Work with the marketing and communication team to develop social media and story-telling components for partner activations
· Deliver and report to partners on a regular basis, including providing quarterly and annual impact reports as required
· Assist in the implementation of a workplace giving program including all communication and program materials.  Work closely with organisations and workplace giving platform providers to grow the program
· Implement a national Peer to Peer fundraising program in Victoria, working closely with federation and other sections/ops.  Develop and implement a corporate participation component to the fundraising activities
· Monitor partner activities and provide research support in industry trends, growth opportunities and prospect identification
· Work collaboratively with internal colleagues to ensure partner obligations are delivered and to seek growth opportunities  

	
Working
Relationships:
	External
· Corporate partners
· Supporters, donors, community groups such as auxiliaries
· Agencies, suppliers and contractors

Internal
· Marketing and Fundraising team members
· Primary Health Care team members
· Richmond office staff and finance team
· Richmond office volunteers
· RFDS interstate colleagues


	
Key Performance Indicators:

	
	KPI
	Measure

	Stakeholder relations
	Nurture key existing partnership relationships, displaying best practice account management with the view to grow and develop the portfolio

	Partnership support
	Implement partnership impact reports and metrics to effectively measure ROI, assist in implementation and growth of workplace giving program, and develop communications for partnership activations

	Fundraising support
	Work with federation and other section/operations to implement a national Peer to Peer community fundraising campaign in Victoria.  Inclusion of a corporate participation offering for organisations to get involved in.

	Team contribution and organisational culture
	Actively contribute to a collaborative team and organisational culture through full participation in meetings, events and organisational projects

	Financial management & reporting
	Maintain a high level of record keeping and reporting on fundraising activities utilising RFDS CRM Raiser’s Edge and Raiser’s Edge NXT to track and manage engagements, income and reports.
Responsibly manage budget, reporting each month on budget accountabilities.




	Qualifications and Experience:
	1. Tertiary qualification in Business, Communications, Fundraising, Marketing or PR, preferred but not essential
2. Minimum 2 years relevant experience working in account management, partnerships, fundraising, marketing or events. 
3. Prior experience that demonstrates an understanding of not-for-profit sector drivers and communications.

	Skills, knowledge, mandatory requirements and competencies
 
	· Demonstrates the ability to develop and maintain professional working relationships and communicate effectively with a wide range of stakeholders
· Knowledge of marketing and fundraising trends within the corporate sector
· Demonstrates outstanding communication skills, both verbally and written
· Ability to operate as a flexible team member and contribute towards team and organisational goals
· Strong work ethic, working with energy, initiative and commitment
· Displays strong organisational skills, with the ability to prioritise, multi-task and meet deadlines
· Displays strong attention to detail when completing tasks
· Displays knowledge, understanding and a genuine passion for the not for profit sector
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