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Philanthropy Manager

APPLICATION PACK




	Position Title
	Philanthropy Manager

	Program/Division
	Fundraising

	Employment
	· This position is employed under the Social, Community Housing & Disability Services Award.
· [bookmark: _GoBack]Salary plus super plus access to a shared fleet vehicle plus salary sacrificing available. 
· Excellent conditions including additional paid leave over Christmas/ New Year, access to study leave, birthday leave and flexible working arrangements.  

	Position Type
	0.8 FTE 

	Location
	Annerley, Queensland (potential for flexible location)

	Contact
	Alexandra Tonino

	Phone
	0404 332 784

	Email Application
	alexandrat@drugarm.com.au

	Closing Date
	Sunday 4 January 2026






All Applications must include the following to be considered for the advertised position:
☒	Cover Letter that includes written responses to Selection Criteria
☒	Resume





About the Organisation
Drug ARM (Awareness Rehabilitation, Management) is a not-for-profit organisation founded upon Christian principles.  Drug ARM is committed to reducing harms associated with alcohol and other drug use and provides a range of specialised services for individuals, families and communities throughout Queensland and New South Wales
Accountability
To:	The Senior Manager – Public Relations
By:	Providing verbal and written reports on a monthly basis, or as otherwise required;
For:	The effective and efficient delivery of roles and responsibilities in line with the policies, procedures and practice frameworks, defined outcomes and the position description.
Background
Drug ARM is a specialist, not-for-profit, non-government organisation that works to reaching and improving the lives of people, families, and communities affected by alcohol and other drug use. Its programs and services are partly funded by the government, alongside support from individual and institutional philanthropists as well as local companies. Drug ARM is also a beneficiary of its parent company, the Drug Awareness & Relief Foundation (Australia), a public benevolent institution that generates funds for Drug ARM's programs and services. This role will help expand philanthropic support for Drug ARM, fostering new and existing major donor relationships for long-term support.  The role includes will also work on developing a Gifts in Will program to engage Drug ARM’s long term supporter base. 
Position Overview
Reporting to the Senior Manager – Public Relations and collaborating across the Drug ARM team, the Philanthropy Manager will generate income to support the organisation's mission by identifying, cultivating, and nurturing major gift and bequest donors.
An experienced relationship fundraiser, the Philanthropy Manager will be an ambassador for Drug ARM's work, focusing on growing high-value giving and gifts in wills, and effectively communicating our mission through various channels. Your creativity and proactive approach will support the development of Drug ARM’s philanthropic strategy.

Position Responsibilities
The Philanthropy Manager will: 
· In collaboration with the Senior Manager – Public Relations, develop and implement fundraising strategies for Major Gifts and Gifts in Wills. 
· Identify, cultivate, and steward relationships with major gift and bequest donors and prospects. 
· Conduct research to identify prospective individual donors and support the Senior Manager– Public Relations and Drug ARM leadership in building and maintaining relationships with donors as needed. 
· Assist in preparing annual plans and budgets. 
· Monitor and report on budget income and expenditure effectively, ensuring compliance with the organisation's strategic plan.
· Keep track of industry trends, including participation in and review of sector research (e.g., benchmarking and industry trends). 
· Ensure the implementation and ongoing management of processes and practices to maintain high-quality data across all programs, including pipeline management in our CRM. 
· Support the management of existing partnerships through excellent donor relations. 
Key competencies and experience - essential
Essential
· Experience in supporting, designing or delivering major gift or bequest programs
· Demonstrated ability to manage multiple projects with shifting and short deadlines
· Strong interpersonal skills and proven ability to build and maintain relations with key stakeholders
· Proven ability to personally develop major donor relationships to deliver high-value gifts from donors;
· In-depth understanding of current fundraising trends, techniques and challenges
· Strong communication skills – calls, emails and influencing and relationship-building skills;
· Strong writing skills for proposals and stewardship reports.
· Experience working in an organisation working with vulnerable people and the ability to present issues to diverse audiences;
· Knowledge of statutory requirements relevant to work;
· Ability to maintain high work standards with minimal supervision 
· Current Driver’s Licence

Desirable
· Tertiary qualifications in a relevant field such as marketing, communications, business or equivalent, demonstrable relevant experience and skills.
· Experience using CRM databases to support fundraising activity and analysis.

Staff member will be a holder of a current Blue Card (Working with Children Check). 

Attitude:
1. Adhere to and practice the organisation’s mission, vision and core values;
1. Be proactive, positive, enthusiastic, energetic, responsible and friendly;
1. Provide positive constructive feedback for fellow staff, supervisors, volunteers and students;
1. Be committed to providing quality services and support that represent leadership and creativity.

Selection Criteria 
Please respond to each criterion question to the best of your ability.  
SC1	A minimum of 3 years’ experience in a similar role with evidence of the capacity to attract five-figure gifts from individuals as well as trusts and foundations.
SC2 	Strategic skills to develop donor cultivation and donor stewardship plans, and provision of examples of planning documents or strategic thinking.
SC3	Experience of or skills capable of setting up or starting a major gifts and/or bequests program.
SC5     Confirmation that you have Australian residency or citizenship with the right to work
            Australia

Other Requirements
☒ 	Willingness to work within the Christian principles of the organisation.
☒	Police and/or Security clearances.
☒	A valid Australian Driver’s Licence.
☒	The right to work in Australia.
☒ 	Travel as required for the position.
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