
 

 

Position Description 

 

The Marketing and Fundraising Coordinator is responsible for leading all Peer to Peer and direct 

mail fundraising events and campaigns from end to end. Develop and implement marketing 

strategy and content to ensure the effectiveness of BCNA’s peer to peer fundraising and direct 

mail programs. Develop and implement relevant campaign, marketing and communications 

materials.  Build and maintain meaningful relationships with BCNA supporters through one to 

one fundraising support, coaching effective communication and fundraiser engagement pre and 

post campaigns 

 

Title Marketing and Fundraising Coordinator 

Team Development, Fundraising and Events 

Work location 293 Camberwell Rd, Camberwell, Vic 3124 

Employment type 
Parental Leave replacement, fixed term, full Time approx.12 
months 

Position reports to Director Fundraising 

Further information Deanna Woodyatt at dwoodyatt@bcna.org.au  

Closing date 5.00pm (AEDT) Thursday 12 December 2019 

 

Other general appointment information 

 

Appointments are subject to a National Police History Check 

This position may involve inter/intrastate travel as well as work out of normal hours and 
weekends to support BCNA events/work. 

Appropriate and valid working rights suitable for an ongoing role are required. 

BCNA is an inclusive workplace. People with disabilities, people from culturally diverse 

backgrounds and Aboriginal and Torres Strait Islanders are encouraged to apply. 
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About Breast Cancer Network Australia 

Breast Cancer Network Australia (BCNA) is Australia’s peak consumer breast cancer 
organisation.  BCNA is a member based organisation of over 130,000 members. 

Our Purpose: 

BCNA works to ensure that all Australians affected by breast cancer receive the very best 
support, information, treatment and care. 

We provide: 

 Information and support through our services such as the Helpline 

 Opportunities for our network to connect in a meaningful way 

 A voice for women and men diagnosed with breast cancer 

BCNA consists of a group of talented and dedicated staff drawn from a range of professional and 
business backgrounds including social work and community development, breast care and 
oncology nursing, policy and government, customer services, communications and marketing, 
fundraising, events management, accounting and technology services. 

More information about BCNA can be found on our website: www.bcna.org.au 

 

BCNA Values and Behaviours 

As a member of the larger BCNA team this role collaborates with all staff to develop and support 
a positive organisational culture. Our work is led by strategic levers of partnership, digital and 
data, and organisational strength. 

 

Development andFundrasing Team  

The Development and Fundraising team at BCNA is responsible for supporting a range of 
development, fundraising and event activities. The portfolios include Corporate Partnerships, 
Community Fundraising, Major Events, Direct Marketing and Online Fundraising. 

 

Key accountabilities/activities 

 

1. Lead the Peer to Peer and Donations (including direct mail and regular giving) portfolios 

end to end.  

2. Develop and implement a marketing and communication strategy and plans to recruit 

fundraisers for all P2P campaigns to ensure the effectiveness of BCNA’s P2P and direct 

mail fundraising and campaign programs.  

3. Manage the P2P and donations budgets.  Reporting on P2P and online fundraising 

activities from third party fundraising platforms and direct mail campaigns with a post 

appeal report and report on regular giving program analytics monthly.  Ensure timely 

processing of P2P offline transactions and donors are stewarded appropriately. 

http://www.bcna.org.au/
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4. Develop and implement relevant campaign, marketing and communications materials 

including developing eDM, social media and website content relevant to peer to 

peer/online fundraising and direct mail campaigns and events. 

5. Develop, support and nurture positive relationships with BCNA supporters and 

fundraisers involved in peer to peer and online fundraising programs to ensure a positive 

experience and maximise fundraising for BCNA. 

6. Act as first point of contact for enquiries from BCNA supporters regarding P2P 

fundraising. 

7. Actively engage and maintain contact with new and existing fundraisers to welcome, 

follow up on progress throughout campaigns and ensure timely recognition and thanks to 

fundraisers. 

8. Action the delivery of thank you letters, receipts and offline transactions are processed in 

a timely manner. 

9. Recruit and manage volunteers, logistics and fundraising activations required for BCNA 

P2P events. 

10. Attendance and support as required at BCNA fundraising events. 

11. Participate in BCNA organisational activities and undertake other duties as required by 

the Director Fundraising to support the strategic directions of BCNA 

 

Selection criteria  

Specialist 
expertise 

1. Experience in developing and implementing successful peer to peer 
campaigns and events. 

2. Experience in running direct marketing campaigns end to end. 

3. Proven ability to coordinate and support fundraisers and donors in a 
complex and busy environment 

4. Previous experience in Salesforce or fundraising related data base 
(DonMan or Raisers Edge) desirable  

5. Past experience with 3rd party fundraising platforms such as Everyday 
Hero and Go Fundraise desirable  

Knowledge and 
skills 

 

1. Technically proficient in the Microsoft suite of programs and experience in 
the use of systems and databases. Knowledge and use of website CMS 
systems, HTML code and Adobe creative suite would be advantageous. 

2. Communication Skills – Strong and effective communication skills with the 
ability to provide informed, meaningful and relevant information verbally 
and a demonstrated ability to produce accurate, timely and quality written 
communication that meets the needs of the intended audience 

3. Project Coordination – demonstrated ability to manage priorities and 
multiple issues and projects simultaneously, take responsibility for projects, 
ensures key requirements are met in a timely manner and show a 
proactive attitude.  
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4. Financial Management – Demonstrated understanding, skills and 
experience of financial management including monitoring budgets, 
expenditure and income. 

5. Collaborative and supportive – works with others to achieve common 
goals; engenders a spirit of team work; listens actively and inspires 
confidence and trust. 

Personal 
attributes 

 

 

1. Member focused – consults with and prioritises needs of members; aims 

for best outcomes for members; is outcome focused; follows through with 

commitments 

2. Takes initiative – has a capacity to identify opportunities, develop initiatives 
and to prioritise tasks to achieve outcomes 

3. Ethical – has integrity and principles; is committed to BCNA values; reflects 

expected standards of behaviour 

Qualifications 
Relevant industry certifications desirable  

 

 


