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	Position Title
	Fundraising & Partnerships Coordinator


	Position summary

	Key purposes within the Stephanie Alexander Kitchen Garden Foundation (SAKGF) Development & Engagement team are to promote SAKGF’s work; communicate with the Kitchen Garden Community; and pursue and steward revenue-raising opportunities to support the sustainability of the organisation.

The Fundraising & Partnerships Coordinator will oversee community fundraising activities, including fundraising campaigns, regular giving, peer-to-peer and event fundraising. They will also assist the Development & Engagement Manager and CEO with the day-to-day stewardship of corporate partners including reporting, content development and establishing ongoing team fundraising opportunities. 

This position includes identifying and pursuing fundraising opportunities, in collaboration with the Development & Engagement Manager.



	Key activities and goals to achieve

	Key activities
	Goals to achieve

	1.0

Fundraising
	· Fundraising activities are conceptualised, implemented on time and on budget to achieve income targets, including campaigns, peer-to-peer, regular giving and event fundraising.
· Fundraising activities adhere to fundraising standards and regulations, and are in alignment with SAKGF philosophy and brand.

	2.0 
Partnership stewardship
	· The teams of SAKGF’s corporate partners are inspired to raise funds through workplace giving, peer-to-peer fundraising and events.
· Work is done collaboratively across the SAKGF team to ensure partnership requirements are coordinated and managed in a timely manner.
· The kitchen garden community is engaged to support any partnership opportunities, when necessary.
· Reports are prepared that track progress and impact to each partner’s requirements.
· Communication with partners and donors is documented effectively.

	3.0 
Project management
	· Project management tools are used to ensure effective internal and external management of fundraising activities and partnerships.
· Project details are closely monitored to ensure all aspects of the project are managed to the highest possible standard.

	4.0 
Marketing and promotion
	· Fundraising and partnership content and collateral is up to date, creative, innovative and aligns with the SAKGF brand and philosophy.
· Internal and external stakeholders are engaged and monitored to ensure the development of high-quality promotional activities that achieve strategic goals.

	5.0

Participation and reporting
	· Passion and commitment to SAKGF’s vision is demonstrated.

· A positive, can-do, collaborative attitude to tasks and team activities is displayed. 

· Participation in meetings and events is constructive, professional and enthusiastic.
· Reports that track progress against strategic and annual financial and non-financial goals are prepared as required in a timely manner.

· Formulating and documenting processes is standard practice.

· Commitment to the integrity, validity, currency and security of all SAKGF’s information is continuous.


This is not an exhaustive list of responsibilities or skills.  This document is to be used as a guide only and incumbents may be required to complete tasks outside of this Position Description.
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