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Position Description

	POSITION TITLE:
Fundraising, Marketing & Communications Officer
REPORTS TO:
Chief Executive Officer 
TEAM:
OCEO
LOCATION:
1 x hobart / 1 x Launceston 

CONDITIONS:
common law contract 


organisational vision
	
	To improve health outcomes for all Tasmanians with a specific focus on remote and rural areas
	

	
	
	


	PURPOSE OF THE POSITION


	This position is responsible for the delivery of a wide range of fundraising, marketing and communications activities.  A key focus of this role is to increase brand awareness of the RFDS in the community and ensuring ongoing funding for the service. 

	Key Duties


Fundraising 
· Actively engage with the local community to secure, or encourage, financial support of RFDS from individuals, community organisations, businesses and/or government.

· To work closely with the RFDS Victorian Section in implementing the fundraising plan for RFDS Tasmania

· To establish and maintain relationships with current and prospective donors.

Brand Management & Awareness
· Execute marketing, advertising and promotional strategies aimed at maximising the awareness of the RFDS in Tasmania.
· Raise the profile of the RFDS across Tasmania by effectively engaging and communicating with key stakeholders including businesses, Government, clubs, groups, services, community based networks and the media.
· Oversee all RFDS marketing and community events, including base visits and external group presentations.
· Develop and maintain links with media outlets, prepare media releases, respond to media enquiries and co-ordinate publicity for all events and achievements.
· Identify potential media threats and recommend resolution strategies.

· Develop/refresh marketing and promotional material including brochures, newsletters, flyers/posters.

· Raise RFDS Tasmania social media presence.

· Update and manage RFDS Tasmania specific webpages.

· Attend relevant marketing meetings.

· In conjunction with the CEO, develop and implement an annual marketing plan.

Advocacy & Representation 
· Assist in the development and implementation of the RFDS Advocacy plan.

· Ensure RFDS has a presence at a range of meetings, workshops, seminars and conferences, and other forums. 

· Prepare speeches and content for Board and CEO.

Board/Financial 
· Assist and support the CEO in his role.

· Prepare for and provide the Annual Report to the Board’s Strategic Planning day.

· Manage associated stakeholder events.

· Act with the appropriate level of financial delegation when required. 
Volunteering
· Recruitment and selection of volunteers, ensuring adherence to all RFDS Tasmania policies and procedures. 
· Co-ordination of volunteer inductions and any necessary training and compliance requirements.

· Maintenance of volunteer records in relation to recruitment, induction, ongoing training requirements and any other documentation.
· Ongoing management and supervision of volunteers to ensure rights and responsibilities are clearly communicated and understood.

	Level of responsibility / accountability


This position is accountable to the CEO and will operate with a significant degree of independence, initiative and creativity in achieving outcomes and increasing RFDS brand awareness. 
	Knowledge, skills and experience (Selection Criteria)


1. A Degree and/or suitable experience in a comparable marketing, public relations, communications or fundraising role. 

2. Excellent interpersonal, collaboration and negotiation skills and the ability to form strong working relationships with a broad range of internal and external stakeholders.

3. Excellent written communication skills with a high attention to detail, including the ability to write engaging content (e.g. newsletters, web and social media content, articles, media releases, promotional material, presentations and correspondence).
4. A proven ability to display resourcefulness, enthusiasm and creative flair to achieve strategic organisational goals. 
5. Excellent computer skills, including Microsoft Office, and an understanding of database and software management tools. 
6. Demonstrated strong planning, prioritisation and organisational skills and the ability to concurrently manage a variety of tasks and projects. 
7. A general understanding of the health, media, local government and/or not for profit sector, and experience in working with the media and in identifying and pursuing marketing and promotions opportunities are desirable. 
	Working relationships


	InternaL
	External

	RFDS CEO

RFDS Staff 
	Key groups and identities within the Tasmanian Community 

Businesses  

Associated organisations 
Community Groups

	
	Clients

Government and community organisations 

	
	       Local and visiting service providers

Media 

Suppliers 

	
	

	
	


	Essential CRITERIA


	Current Drivers Licence 


	· The capacity to perform some work out of normal business hours
· Flexibility to undertake intrastate, and limited interstate travel
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