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Position Description 
 

Details 

Job title Team 

Reports to Job 
status 

Direct reports Hours 

Updated  

Our Vision and Mission 

Our Vision 

Our Mission 

Our Values Accountability  

 Recognition & 
Respect 

 Care 

 Working 
Together 

 Excellence & 
Innovation 

Key Relationships 

Primary internal 
relationships  

Primary external 
relationships  
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The Person 

Qualifications • 

Skills and 

Experience 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

Capabilities • 
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Job Purpose 

Primary purpose 

of role 

 

Key Responsibilities  

Mid-value, major 

gift and bequests 

portfolios  

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 
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• 

• 

• 

Events • 

• 

• 

Data Management 

 

• 

• 

• 

Planning, Financial 

& Administration 

• 

• 

• 

• 

Travel & Out of 

Hours Work 

• 

Work Health & 

Safety 

• 

• 

• 

• 
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Competencies 

Developing Direct 

Reports and 

Others 

Timely Decision 

Making 

Conflict 

Management 

Comfort Around 

Higher 

Management 

Drive for Results 

Process 

Management 

Other Considerations 


