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Community Fundraising & Engagement Coordinator
Reports to: Fundraising & Communications Operations Manager
Direct reports: None
Position purpose
The Community Fundraising & Engagement Coordinator is a visible representative of Arohanui Hospice, responsible for developing and managing community fundraising relationships that generate income, grow participation and strengthen long-term connection with the organisation.
The role proactively engages individuals, schools, service clubs, community organisations and volunteer groups; supports them to deliver successful fundraising activity; and manages each relationship from initial enquiry or approach through to follow-up, recognition and future engagement.
Working closely with the wider Foundation team, the position also coordinates selected small-scale supporter engagement and recognition events and contributes community insight, stories and opportunities to fundraising and marketing planning.
Key outcomes
Arohanui Hospice is represented professionally, accurately and warmly across community settings.
Community fundraising participation and income grow in line with agreed annual targets.
Supporters receive timely, practical guidance and a consistently positive experience.
Community relationships are actively developed, retained and progressed toward repeat or deeper engagement.
Activity, income, opportunities and follow-up are recorded accurately and reported reliably.
Community fundraising aligns with organisational policies, brand standards, fundraising guidance and health and safety requirements.
Key responsibilities
1. Community representation and engagement
Act as a visible, approachable and credible representative of Arohanui Hospice at community events, meetings, presentations and networking opportunities.
Communicate the purpose, work and funding needs of Arohanui Hospice accurately and sensitively, adapting messages for different audiences.
Deliver presentations and facilitate conversations with schools, clubs, community organisations, volunteers and supporter groups.
Respond appropriately to questions and opportunities, escalating sensitive or higher-value matters when required.
Maintain a sound understanding of organisational services, fundraising priorities, key messages and brand requirements.
2. Relationship development and fundraising growth
Proactively identify and develop new community fundraising relationships and participation opportunities across the region.
Manage community fundraising enquiries and relationships from initial contact through planning, delivery, acknowledgement and follow-up.
Encourage potential supporters to move from interest to meaningful action while maintaining a respectful, supporter-centred approach.
Develop relationships that encourage repeat activity and longer-term connection with Arohanui Hospice.
Contribute to annual community fundraising plans, income and participation targets, forecasts and activity priorities.
Monitor relationship pipelines, upcoming activity and opportunities requiring follow-up.
3. Community fundraising support
Guide individuals and groups to plan fundraising activity that is practical, safe and aligned with organisational requirements.
Provide approved resources, messaging, branding guidance and fundraising information.
Coordinate internal support and ensure responsibilities, timeframes and expectations are clear.
Recognise and thank supporters appropriately and ensure agreed post-activity follow-up is completed.
Identify risks or activities requiring approval and escalate them promptly.
4. Supporter engagement events
Coordinate selected small-scale internal and supporter-facing events, including volunteer appreciation, donor recognition and community activation activities.
Manage invitations, RSVPs, schedules, suppliers and event logistics where required.
Work collaboratively with colleagues to ensure events are well organised and reflect the tone and values of Arohanui Hospice.
Complete timely thank-you communication, record updates and basic post-event reporting.
5. Marketing, records and reporting
Work with the Marketing & Promotions Specialist to share community fundraising stories, opportunities and impact.
Maintain complete and accurate CRM records of contacts, activities, income, interests, commitments and follow-up actions.
Track community fundraising income, participation, relationship activity and trends against agreed measures.
Provide timely reports, forecasts and insights to support planning and continuous improvement.
Contribute ideas to improve the fundraiser experience, resources, processes and opportunities for engagement.
Skills and experience
Essential
Demonstrated experience representing an organisation in community, stakeholder or public-facing settings.
Confidence and experience presenting to groups and adapting communication for different audiences.
Proven ability to initiate, build and maintain external relationships and influence participation or action.
Experience in fundraising, community engagement, partnerships, business development, membership growth or a comparable relationship-based role with measurable outcomes.
Strong planning, coordination and prioritisation skills, with reliable follow-through.
High standards of written communication, data accuracy and record keeping.
Sound judgement and the ability to work independently within agreed messages, policies and approval boundaries.
Confidence using CRM or database systems and standard Microsoft 365 applications.
Full New Zealand driver licence and ability to travel throughout the service region.
Willingness and ability to undertake regular planned evening and weekend work.
Desirable
Experience in community fundraising, sponsorship, supporter engagement or the not-for-profit sector.
Established relationships or networks across the Arohanui Hospice service region.
Experience working with schools, service clubs, volunteers or community organisations.
Experience coordinating small-scale events and working with marketing or communications colleagues.
Experience tracking income, participation, relationship pipelines or other performance measures.
Personal attributes
Warm, credible and confident with people from a wide range of backgrounds.
Proactive and comfortable initiating conversations and asking for involvement.
Professional and thoughtful when representing a trusted community organisation.
Organised, dependable and committed to completing follow-up.
Commercially aware while maintaining a respectful, supporter-centred approach.
Collaborative, practical and solutions-focused.
Comfortable working in an environment connected with serious illness, dying, death and grief.
Key working relationships
Fundraising & Communications Operations Manager and Director of Foundation.
Marketing & Promotions Specialist, Donor Services & CRM Coordinator and wider Foundation team.
Arohanui Hospice staff and volunteers.
Community fundraisers, schools, service clubs, community organisations, suppliers and supporters.
Working arrangements
Permanent part-time position of 0.6–0.7 FTE, with agreed working hours based on organisational needs and the successful candidate’s availability.
Palmerston North-based, with regular activity throughout the Arohanui Hospice service region.
Regular evening and weekend work is an essential requirement. Commitments will be planned in advance wherever possible, with hours balanced within the agreed working week.
Salary based on skills and experience.
Measures of success
Achievement of agreed community fundraising income and participation targets.
Growth in active, new and repeat community fundraising relationships.
Quality and timeliness of supporter service, acknowledgement and follow-up.
Professional representation of Arohanui Hospice and positive stakeholder feedback.
Accurate, timely CRM records, reporting and forecasting.
Effective collaboration with internal teams and compliance with relevant policies and brand requirements.

Declaration
I have read and understand this job description. I understand that this position description does not specify every task to be undertaken and that I may be asked to perform other duties as reasonably required by the employer in accordance with the conditions of the position. This position description may evolve over time and may be amended by the employer following reasonable notice to me. I sign as confirmation of understanding and acceptance of the role and its key areas of accountability and expected outcomes, conduct and behaviours.

Name: 	
Employee’s Signature: 	 Date: 	
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