JOB DESCRIPTION

POSITION:



Recruitment and Fundraising Officer
SALARY:



$50,000  + Fringe Benefits
SUPERANNUATION:

9 % employer contribution 

HOURS OF WORK:

37.5 hours per week


ANNUAL LEAVE:


Four weeks per year

RESPONSIBLE TO:

Executive Officer

JOB DESCRIPTION
Among other assigned duties, the position of Recruitment & Fundraising Officer will involve responsibility for recruiting individual monthly donors to assist Union Aid Abroad – APHEDA’s overseas development program.    This will entail:-

In co-operation with the Executive Officer, and working with others in the National Programs team, to be responsible for increasing the number of union staff, officials, workplace delegates, union members and community members regularly contributing financially to Union Aid Abroad-APHEDA through the Global Justice Partners program.

The Global Justice Partners program is a broad membership and ongoing monthly contribution program that allows individual union members and workplace delegates to support Union Aid Abroad – APHEDA’s overseas programs.  Donors can contribute either through direct debit from their bank account or via their credit card or via the workplace giving program.

A second regular donation program is the Paylink Program.  This is a payroll deduction program operating in most union offices that allows union staff and officials to contribute to Union Aid Abroad - APHEDA from their pay on a regular basis.  

In co-operation with the Executive Officer and the Communications & Fundraising Officer, to expand, strengthen and resource the State-based national activists networks. 

In co-operation with the Executive Officer and the Communications & Fundraising Officer, to service and expand the email marketing, information and campaigns network.

DUTY STATEMENT

1. To work with the Executive Officer, and the National Program staff in implementing the Global Justice Partners program to increase the number of individual donors.

2. Contact unions in all States to arrange to address staff meetings (eg, scheduled organisers meetings, special morning teas for general staff) as well as delegates meetings and where possible, workplace meetings.  This will take some negotiation and face-to-face meetings with union organisers and other officials.  

3. Develop a short visual and verbal presentation to deliver to union staff and delegates with a clear call to action to financially contribute to Union Aid Abroad-APHEDA.

4. Identify one or two key contact people within the union office who will be willing to represent Union Aid Abroad-APHEDA and distribute materials.

5. To work with union trainers throughout Australia to promote international human rights and development, and promote Union Aid Abroad – APHEDA in their training courses

6. Initiate and run other campaigns within unions, States and nationally to increase the number of individual donors to Union Aid Abroad - APHEDA.

7. To work with the Communications & Fundraising Officer co-ordinate a program to provide advertisements and articles, written with the projects team, to union media

8. Identify people who are willing to join the email information and campaign action network and add to the relevant Union Aid Abroad-APHEDA database.  

9. Work with the Executive Officer and the other National Program staff to grow and assist with the annual raffle, Christmas Cards sales and annual dinners each year. 

10. Recruiting and working with the Administration team in supervising volunteers as required. 

11. Administration duties related to the position.

12. All aspects of event management for recruitment campaigns.

13. Liaise with union payroll staff to make sure either the Global Justice Partners or Paylink is a part of their welcome package for new staff. 

14. Establish clear lines of communication with all Union Aid Abroad-APHEDA staff in order to evolve the strategy as required.  

15. Some interstate travel will be required for this position.  

SELECTION CRITERIA

(Please briefly address these eleven points in your written application.  Please ensure your brief replies to this selection criteria and your CV reach Union Aid Abroad – APHEDA by close of business on Friday, 24th September, 2010)
1. Experience in organising union activists utilising organising principles.

2. Excellent communication and public speaking skills 

3. Good understanding of the structures of the Australian trade union movement and an ability to network with and motivate trade union officers.

4. Commitment to trade union and international solidarity principles.

5. Experience in undertaking recruitment campaigns or fundraising activities.

6. Experience in working successfully in a team, including with volunteers

7. Ability to work efficiently with a small team, implement key recruitment or fundraising activities and manage work plans effectively

8. Effective computer skills, in particular, Word, and an understanding of email and database systems

9. A high level of energy and enthusiasm and a demonstrated ability to meet deadlines

10. Demonstrated understanding of a not-for-profit environment with limited budget and resources

