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	Position Title
	Fundraising Administrator - Merchandise 
(Contract until 24 Dec 2021)

	Reports to
	Fundraising Coordinator – Campaigns, Marketing & Fundraising

	
Position Purpose:
	As part of the Marketing & Fundraising team, the Fundraising Administrator - Merchandise will be responsible for overseeing the delivery of the Christmas Merchandise campaign. 

The role will involve administrative support to monitor and maintain stock levels, update the online shop content, liaise with third party suppliers, handle inbound/outbound calling (no cold calling), action supporter enquiries and complete ad hoc tasks as required. 


	
Position Tasks and Responsibilities

 


	· Work collaboratively with the Fundraising Coordinator – Campaigns & the Supporter Services team to support the successful delivery of the merchandise campaign 
· Monitor and maintain merchandise stock levels in Shopify
· Run daily receipting to ensure all donors are receiving acknowledgement for their purchase within agreed time frames 
· Preparation of existing stock where required, including bundling, packaging and barcoding
· Display a high-level of donor care when communicating with donors to resolve their enquiries and requests
· Be the first point of contact for inbound requests (phone, email or mail) relating to the merchandise campaign and other RFDS fundraising programs and events
· Make outbound calls to RFDS supporters and donors to confirm order information as required 
· Support processing of merchandise orders through Shopify, 3PL platform and Raiser’s Edge (CRM), as required
· Maintain the cleanliness of merchandise in the Richmond office storeroom 
· Monitor the Fundraising team’s shared email inbox 
· Provide administrative support to members of the Fundraising team as required 
· Support our data hygiene program by maintaining accurate supporter records in Raiser’s Edge


	Working
Relationships:
	Internal 
· All RFDS staff, key contacts include:
· Fundraising Coordinator – Campaigns 
· Support Services team
· Data & Insights team
· Other members of the RFDS Marketing & Fundraising team 
· RFDS Corporate Services team
External
· RFDS supporters and stakeholders 
· Agencies/third party logistics companies (Fulfilio/Australia Post)
· Interstate RFDS colleagues	


	
Key Performance Indicators:

	
	KPI
	Measure

	Merchandise campaign 
	Work collaboratively to successfully deliver the merchandise campaign through proactive stock management, online store maintenance, donor liaison, problem solving, order processing and general ad hoc tasks as required. 
 

	Donor care
	Champion donor care and develop strong relationships between the supporter and RFDS Victoria through outstanding communication (written and verbal).

Respond to donor enquires within 24 hours.
 

	Team culture
	Positively contribute to the culture of the team through participation in team meetings, proactive communication with key members of the M&F team and a willingness to approach tasks with an innovative and collaborative mindset. 

	Administration
	Provide support to the Fundraising team by completing all tasks within a timely manner and with a high level of accuracy. 





	Qualifications and Experience:
	1. One to two years’ experience in e-commerce, administration, finance, customer service, fundraising or marketing
1. Intermediate IT skills, including database experience, and Microsoft Office Suite including Excel, Word and some experience with mail merge.
1. A professional telephone manner and positive approach to providing outstanding donor care and cross-team supporter to internal stakeholders
1. Experience using Raiser’s Edge CRM and Shopify is an advantage but not necessary. 

	Skills, knowledge, mandatory requirements and competencies
 
	· A professional and positive attitude with a willingness to learn and contribute to the team and the overall vision of RFDS Victoria
· Strong written, verbal and interpersonal communication skills
· High level attention to detail including accurate record keeping
· Ability to have good working relationships with internal and external stakeholders
· The ability to use initiative to problem solve donation processing errors and other issues
· Experience of working in a fundraising or not for profit environment is desirable
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