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Position Description
Planned Giving and Volunteer Coordinator

Aspiration	
We aspire to grow and proudly become a leader in the disability sector.



Purpose
To use our expertise with dogs and in sensory provision to enhance the quality of life of individuals and their families living with a disability.



About Guide Dogs SA.NT
Guide Dogs SA.NT is all about helping individuals improve their quality of life.  We support people with sensory loss – that’s people who are blind, vision impaired, and/or deaf or hearing impaired – to live as independently as possible.  We also provide autism assistance dogs for families of children living with autism.
	TITLE :    PLANNED GIVING AND VOLUNTEER COORDINATOR   

	
OBJECTIVES OF POSITION
The Planned Giving & Volunteer Coordinator is responsible for the day to day planning and coordination of volunteer activities for the whole organisation as well as developing the organisation’s Bequest and Major Donor (MD) strategies. This includes developing and implementing donor related events that raise the awareness of the organisation and contribute to fundraising and bequest strategies.




KEY RELATIONSHIPS

· This position reports to the Fundraising & Marketing Manager SA.NT.
· There are no staff reporting to this position.
· This position works closely with the Business Development Administration Assistant; Management Team and Operational Leaders for volunteer coordination.
· This position works closely with the Donor Development team to identify prospects.

POSITION DETAILS

	1.  Customer/Client Services 

· Recruit, select and place volunteers where required throughout the organisation.
· Conduct volunteer induction and information sessions.
· Plan and coordinate appropriate recognition for volunteers (eg National Volunteer Week, End of Year Event, Volunteer Service Awards, etc).
· Identify appropriate high value prospects, develop and implement strategies that will increase the number of major gifts and confirmed bequests annually.
· Ensure strong stakeholder engagement with donors, supporters, and the general public.
· In collaboration with the Communications Manager, prepare and develop communication initiatives to assure stakeholders are informed and engaged.
· Work in coordination with other teams across fundraising to ensure all appropriate cross-selling opportunities are identified and addressed. 
· Coordinate ‘In Memory’ donations by maintaining effective relationships with key funeral homes, communicating to families, donors and next of kin.
· Coordinate and manage donor engagement events (e.g. FBBS).

	KPI’s
· Feedback that high level customer service and communication to both internal and external customers is provided.
· Sufficient volunteers are recruited and trained to provide services across the organisation.
· Events are planned appropriately and communicated within agreed timeframes.
· Recruitment of volunteers is undertaken in accordance with GDA policies and procedures.
· Evidence that confirmed Bequestors has increased in line with agreed KPI’s.
· Evidence that the number of major givers to the organisation has increased in line with strategic KPI’s.
· Database is utilised and monitored to identify and nurture prospects. 
· Evidence of growth of in-memory program in line with agreed KPI’s





	2.  Systems and Processes

· Maintain a database for all volunteers, activities and programs.
· In collaboration with the Fundraising & Marketing Manager SA.NT develop, plan and manage the volunteer activities program which includes speaking engagements at schools, attendance at local community events and all volunteer needs for the Discovery Centre. 
· Maintenance of allocated budget.
· Coordinate appropriate donor acknowledgement, such as letters, phone calls and visits.  
· Prepare written monthly and annual reports for the Fundraising & Marketing Manager SA.NT on bequest and major giving initiatives, issues and expenditure.  


	KPI’s
· Feedback that volunteer activities are planned appropriately and within agreed timeframes.
· Evidence that the allocated budget is managed within agreed parameters.
· Reports are prepared accurately and delivered within agreed timeframes.
· Positive feedback from donors has been received.



	3.  Performance Management, Improvement and Evaluation

· Assess the organisational requirements for volunteer support throughout the organisation and plan a recruitment program to attract volunteers with the requisite skills.
· Coordinate volunteer training programs and monitor volunteer support in order to assess any training and development needs.
· 	Initiate and be actively involved in continuous improvement initiatives.
· Seek learning opportunities and develop and maintain own professional development portfolio of learning and experience.
· Participate in ISO/Quality functions as required.
· Undertake research, small projects and preparation of statistics and materials as required.


	KPI’s
· Feedback of active participation in the development of relevant marketing and other planning activities.
· Feedback that appropriate training and support mechanisms are in place for volunteers.
· Feedback that organisational volunteer requirements are met within agreed timeframes.
· Demonstrate an active involvement in organisational commitments related to continuous improvement initiatives.
· Demonstrate professional development practice.
· Research, projects and statistics are prepared accurately and provide relevant information within agreed timeframes.



	4.  Leadership & People 

· Pro-actively develop and maintain strong relationships with clients, volunteers and other key contacts to strengthen brand awareness. 
· Ensure a strong communication link between staff, volunteers and management related to required information.
· Accept responsibility for own safety in the workplace and take appropriate remedial action when hazards are observed.


	KPI’s
· Networks are developed with relevant contacts and are working effectively.
· Observation and feedback that safe practice are integrated into daily operations.



PERSONAL CRITERIA

Experience and Knowledge
· Experience and ability to communicate and develop relationships with a wide range of people from diverse backgrounds – essential.
· Holds an unencumbered Australian drivers licence – essential.
· Knowledge of marketing principles and experience organising events.
· Knowledge of broad community attitudes particularly as they apply to the charity sector.
· Experience in project planning and the maintenance of budgets.
· Experience in Microsoft Office including Excel and Access.
· Qualifications in Business, Marketing or relevant discipline – desirable.

Personal Capabilities
· Highly self-motivated with the ability to establish credibility and gain the confidence of a wide range of people from diverse backgrounds – essential.
· Strong interpersonal communication skills with the ability to effectively network with customers, volunteers and other key industry contacts.
· Ability to analyse problems, evaluate alternatives, provide solutions and make decisions based on sound judgement.
· Advanced verbal and written communication skills.
· Ability to prioritise workload and meet set timelines.
· Ability to be creative, innovative, flexible and readily accommodate change.




Accepted by Employee:


_____________________________	   __________________________	           /          /
Signature	   Print Name


Approved by Manager 
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Guide Dogs Association of SA.NT Inc Values and Employee’s Personal Contribution Criteria [Our Values are converted into the following behaviours which are assessed on an ongoing informal basis, and formally through the Performance & Development Review process]
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We deliver outcomes
• �We deliver our services to the highest possible standard
• �We deliver results that have value for customers 
• �We deliver on time as promised
• �We recognise and celebrate achievements
• �We hold ourselves accountable


We are ethical, honest and respectful
• �We respect the uniqueness of individuals
• �We are  transparent in our communication
• �We act in the best interests of customers
• �We do what we say we will do
• �We are non-judgmental in our dealings with others


We play our part in making this an energetic  
and enjoyable place for ourselves and others
• �We show enthusiasm for what we do 
• �We balance life and work
• �We contribute to a vibrant working environment
• �We support and encourage one another
• �We create opportunities for celebration & camaraderie


We actively engage with others
• �We work together to achieve our goals
• �We work in partnership with other teams
• �We seek the input of others in matters that impact them
• �We share our expertise and knowledge freely
• �We actively listen to others


We are forward thinking
• �We are open to new ideas
• �We are solutions-focussed
• �We take responsibility for developing ourselves
• �We proactively seek new ways to create 


value for customers and the organisation
• �We continually look for ways to improve our services






