
1FUNDRAISING COORDINATOR - POSITION DESCRIPTIONENVIRONMENTAL JUSTICE AUSTRALIA

| envirojustice.org.au |

FUNDRAISING COORDINATOR 
Position description

We are seeking a Fundraising Coordinator to manage our appeal fundraising, regular giving, and acquisition campaigns during 

an exciting time at Environmental Justice Australia.

As the Fundraising Coordinator you will deliver fundraising appeals and conversion campaigns, including developing 

supporter acquisition and retention through excellent donor journeys. You will be an important part of our team, securing 

much-needed support for our environmental justice campaigns, including defending biodiversity, clean air, and climate justice.

This exciting new role will suit someone with a strong grasp of fundraising and a genuine interest in the power of people 

to make change. You will bring with you excellent communication skills and the ability to create high-impact fundraising 

campaigns (1–2 years’ experience), be a whiz on fundraising CRM systems, have the ability to communicate technical concepts 

effectively, and have a keen eye for detail.  A good understanding of current environmental issues is also desired.

Reporting to the Development Manager, the Fundraising Coordinator will also work closely with the other members of the 

Engagement Team as well as across the organisation.

The position is a 0.6FTE part-time ongoing position. The position is based in Melbourne at EJA’s head office but working 

elsewhere in Australia would be considered for the right candidate prepared to travel.

Environmental Justice Australia is an equal opportunity employer. Aboriginal and Torres Strait Islander people, women, people 

from culturally and linguistically diverse backgrounds, LGBTQI people and people with a disability are encouraged to apply.

Background

Environmental Justice Australia is a leading public interest legal organisation. We are a passionate team of lawyers and 

campaigners supported by administrative, communications, and fundraising staff.

Our lawyers act on behalf of people and community organisations to safeguard health, protect magnificent forests, rivers and 

wildlife, and tackle climate change. We use our legal expertise to be a powerful force for change and to create a better legal 

system that delivers environmental justice for all.

We are a lean but high-impact organisation. We work on issues and in areas of Australia where we can have the most impact. 

Our current staff team comprises 19 staff members and our annual revenue is approximately $2 million, with donations and 

philanthropic support critically important to our work. We are non-profit, donor-funded, supporter-driven and reliant on 

backing from the community.
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Key responsibilities 

• Develop and implement annual fundraising appeals, direct marketing campaigns and manage the growth of our regular 

giving program. 

• Develop fundraising and stewardship content for campaign EDMs, letters, and social media. 

• Work with the Engagement team to develop communication and marketing collateral for acquisition and retention, 

including excellent donor stewardship to build strong donor relationships.

• Liaise with suppliers and contractors to coordinate fundraising campaigns, such as mailhouses and printers. 

• Work with the Development Manager to identify and engage with potential donors, including prospective major donors 

and philanthropic foundations. 

• Assist and coordinate engagement and fundraising events. 

• Maintain Salesforce database with donor information and implement data segmentation strategies and prepare data 

analysis.

Selection criteria - skills, qualifications and experience 

Essential 

• 1–2 years’ experience planning and implementing end-to-end and ongoing fundraising and/or direct marketing campaigns 

with good understanding of digital fundraising techniques.

• Demonstrated experience in planning and implementation of successful donor retention and acquisition strategies to 

build an organisational donor base across multiple channels, including digital, web and direct mail.

• Proficient at maintaining CRM platforms (Salesforce highly beneficial) and optimising data segmentation to target of 

specific audiences.

• Exceptional written and verbal communication skills, with attention to detail, proficient fundraising copywriting skills, 

and an understanding of the target audience over a range of channels.

• Works effectively both collaboratively and with a high degree of autonomy, and can demonstrate flexibility, initiative and 

creativity, sound time management, meet deadlines and coordinate complex and competing priorities under pressure.

• Shows consideration for others, works well with people with different working styles, and treats all people with dignity 

and respect.

Desirable 

• Project and event management experience.

• A demonstrated interest in environmental issues.

• Relevant qualifications in fundraising, marketing or communications.

Terms and conditions

Terms and conditions for this role will be negotiated based on the following:

• The position reports to our Development Manager. The position will also work closely with our Engagement team in 

relation to organisational wide supporter engagement and development of EJA’s funding pipeline.

• The position is 0.6 equivalen full time (3 days per week). 

• Out-of-hours work will occasionally be required. 

• The position is based in Melbourne but working elsewhere in Australia would be considered for the right candidate 

prepared to travel.

• Terms and conditions of employment are based on the SCHADS award and Community Legal Sector Multi-Business 

Agreement with an above-award salary offered in the range of $64,340 - $68,270 (this is the full-time range, salary will be pro 

rata for 0.6EFT) depending on skills and experience, plus compulsory superannuation and leave loading.
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How to apply

Potential applicants can contact the Development Manager, Greer Allen, at greer.allen@envirojustice.org.au or 03 8341 3107 for 

further information about the position. 

Written applications should include:

• a succinct statement that clearly demonstrates how you meet the essential and (if relevant) desirable selection criteria; 

and

• a current resume.

We will require shortlisted candidates to supply two referees.

Written applications should be emailed to recruitment@envirojustice.org.au. Please do not send hard copies. Receipt of 

applications will be acknowledged by email. 

Closing date: Monday 8 March 2021 at 5pm (AEDT)
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