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POSITION DESCRIPTION
(Professional & Administrative Staff)

	POSITION DETAILS

	POSITION TITLE:
	Executive Officer (Special Projects)

	POSITION NUMBER: 
	50039901

	FACULTY/ADMIN UNIT:
	Office of the Vice-Chancellor and Chief of Staff

	SCHOOL:
	Alumni and Advancement

	LOCATION:
	Melbourne (Bundoora)

	CLASSIFICATION/LEVEL:
	Higher Education Officer Level 6  (HEO6)

	MODE OF EMPLOYMENT:
	[bookmark: _GoBack]Continuing

	FULL-TIME/PART-TIME:
	Full Time

	POSITION PURPOSE

	Reporting to the Head, Services and Support, this position is primarily responsible for coordinating a range of projects and support services within the Alumni and Advancement office. This includes:
· Coordinating a range of projects and stakeholder engagement initiatives to assist in the delivery of Alumni and Advancement objectives for the University.
· Coordinating gift processing and reporting using the Raiser’s Edge CRM.
· Proactively develop and implement continuous improvements to the Alumni and Advancement office administration and support functions as the team expands to deliver key targets in respect of fundraising and alumni engagement.

	KEY AREAS OF ACCOUNTABILITIES

	

	
	1. 
	Coordinate a range of support or the management of prizes at La Trobe University.  This includes ensuring that:
All appropriate legal and other approvals are obtained for new prizes; 
· Prizes are recorded and monitored appropriately through the Raiser’s Edge;  
· Prize Agreements that are due for renewal are revisited and renewed as appropriate;
· All prize payments are managed effectively;
· All communication around prizes with all internal stakeholders – including Faculty and campus staff, AAO fundraisers, University Scholarships office, Finance and University Events staff is  managed effectively; 
· Process improvements are proposed when and where appropriate. 




	



	2. 
	Coordinate Raiser’s Edge processes to provide a seamless customer experience for all donors offering online and manual gifts.  
Develop and run queries using the Raiser’s Edge to provide proactive reporting to fundraising and alumni staff within the office on attendance at paid events, and fundraising campaigns results.
Propose process improvements on Raiser’s Edge functions relating to the financial transactions managed through the system.

	

	3. 
	Assist in stakeholder communication for the La Trobe University Foundation.  This involves:
· liaison with the external funds managers who will oversee the University’s endowment (investment corpus);
·  determining suitable communications to relay to departments regarding the performance of funds, the progress of draw down on transit funds;  
· advising on the investment options available to departments when gifts are received;
· advising Head Services and Support on the status of funds held in the Foundation (and managed by the external fund managers) in preparation for annual reporting to the Foundation Committee.

	
	4. 
	Provide executive administration support to the Head, Services and Support. This includes:
· Preparing draft reports and papers; 
· Preparing financial reports on money held in the La Trobe University Foundation.

	
	5. 
	In conjunction with the Head, Services and Support undertake project management. This will include: 
· the coordination of process improvement initiatives; 
· acting as the coordinator of cross-team projects;
· managing the production processes for all Alumni and Advancement publications and collateral;
· management of ad hoc projects as they arise for the team.

	
	6. 
	Supervise the Administration Trainee in the office in respect of general administrative tasks relating to banking donations, processing invoices, raising purchase orders and submitting travel requests.  

	
	7. 
	Provide advice to members of the team in relation to the management of gift information on the Raiser’s Edge.  This will require the position holder to develop a thorough knowledge of the CRM as it pertains to donations and associated transactions.

	
	8. 
	Undertake such other relevant duties as required by the Head of Services and Support.

	
POSITION REQUIREMENTS

	KEY SELECTION CRITERIA

	Essential Requirements

	
	1. 
	A degree with subsequent relevant experience or an equivalent alternate combination of relevant knowledge training and/or experience.

	
	2. 
	Demonstrated project management and/or administration experience either in a senior administrative role or office management role.

	
	3. 
	Excellent communication and interpersonal skills including the ability to communicate effectively with senior management, staff, students and members of the general public.

	
	4. 
	Well-developed computer skills including experience in developing and maintaining efficient electronic administrative systems.

	
	5. 
	Demonstrated ability to take initiative and work independently as well effectively in a team.

	

	6. 
	Demonstrated experience in the development and implementation of effective administrative systems.

	
	7. 
	Knowledge of The Raiser’s Edge or any other advancement CRM.

	



	Desirable Attributes

	
	1. 
	Experience within the tertiary education sector.




Further information about:

La Trobe University - http://www.latrobe.edu.au/about 	

Working at La Trobe - http://www.latrobe.edu.au/jobs/working

For enquiries only contact:

Dr Alan Watkinson, TEL: 03 (03) 9479 3471
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