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                            POSITION DESCRIPTION 





	Position Title
	Head of Philanthropy & Marketing
	Division
	Corporate Services/BHLT

	Reports to:
	CEO
	Department:
	Fundraising and Marketing

	Direct Reports
	· Marketing Manager
· Fundraising Manager

· Legacy and Impact Manager


	Location
	Head Office

	Internal Relationships
	CEO, BHLT, Corp Services, Bayley House Board, Bayley House Foundation Board
Bayley House members
	External Relationships 
	Major Donors, Trusts & Foundations, Corporate Partners, Community Fundraisers, Volunteers, Local Government.    
External agencies to support CRM, communications, media etc as required.


Position Objective 

The Head of Philanthropy and Marketing leads strategic and operational initiatives across philanthropy, fundraising, marketing, and communications while managing a team to deliver to achieve organisational goals.

This position is central to executing the three-year Strategic Plan—driving revenue growth, enhancing brand visibility, and deepening community engagement for long-term sustainability.
	Key Position Responsibilities
	

	Key Results Area
	Key Responsibilities
	Key Results

	Development and Implementation a successful philanthropic and fundraising plan to secure donations from external prospects.
	Develop an integrated Philanthropy and Fundraising income plan to support Bayley House’s three-year strategic Plan.

Ensure fundraising is conducted in accordance with policy and legislative requirements.


	Key stakeholders and partners are supported by regular liaison and high-level relationship management.
Achieve/exceed combined Philanthropy and Fundraising income goal: $875k FY26.


	Philanthropy (Major Donors, Trusts & Foundations)
	Steward and grow the philanthropic pipeline of major donors and trusts and foundations.

This may include overseeing:

· The development of appropriate donor signage or onsite recognition (as agreed)

· The implementation of tailored acknowledgement events/activities 

· The creation of regular, customised, written and verbal communications to donors, including personalised acknowledgements, invitations to events or tailored Bayley House experiences as appropriate.  

· Manage the donor cultivation and stewardship process, utilising the CEO and Board members as key partners and peers.

· Develop and manage relationships with charitable trusts, foundations and other funding bodies to secure ongoing grant income.

· Identify and prepare strong, evidence-based funding proposals that align with Bayley House’s under-funded programs and agreed prioritised strategic initiatives.

· Manage the grant funding process, including timely progress updates and final reports/acquittals. Work with programs to measure and communicate impact of funded projects and to identify opportunities for long term partnerships.

· Develop and lead capital campaigns for facility upgrades including, prospect identification, prospectus development, donor engagement/acknowledgement, communications plan and leadership and board stakeholder engagement to achieve target(s) 
	Establish major donor metrics and report at regular and agreed intervals.
Annual grant income achieved.

Funder reports submitted on time.

Renewal or extension secured for multi-year grants.



	Corporate Partners
	Oversee the newly established corporate partners capability to drive incremental revenue and/or pro bono cost-offset.


	First year review and delivery of annual KPIS

	Donor/Prospect Research and Data Management
	Oversee the management of donor / prospect research and data management to:

· Identify and qualify appropriate targets and donor interests for fundraising approaches.
· Guide donor and prospect data analysis as required. 

· Track and report on progress with prospect cultivation and donor stewardship activities.

· Manage relationships with auxiliaries/fundraising groups including Family & Friends, Residential Raisers etc.

	New donor/community partners are identified and secured
Ensure prospect cultivation and donor 


	Fundraising (Appeals/Peer-to-Peer/Regular Givers/Workplace Giving/Events )
	Oversee the implementation and management of fundraising appeals (2 per year), peer-to-peer campaigns (including March Challenge), regular giving and internal workplace appeals/campaigns to drive income.

· Create, develop and manage annual Gala Fundraising Dinner starting with the 75th year anniversary celebration in the second half of 2026. Includes:

· Establish a volunteer committee to help with pro bono support, auction prizes, sponsorships and running the event.


	Metrics to be established 

Event plan and PIR (Post Implementation Review)

	Legacy Giving (GIW)
	Support the execution of the Legacy Giving strategy including: 

· awareness campaigns

· providing estate planning education and information sources for families

· building partnerships with key estate planning professionals

· support legacy giving pipeline by helping to cultivate key donors as part of major donor stewardship process

· building awareness of Bayley House Foundation brand and its purpose 
Note: Estate gifts go into an investments/endowment fund managed by Bayley House Foundation. Each year we apply to the Foundation for the 4% disbursement to fund an area of interest as determined under their guidelines. We provide a report back to the Foundation upon project completion. Income derived from GIWs are budgeted under grants.
	Attend quarterly Foundation meeting and provide overall Philanthropy/Marketing update

Create annual proposal for funding and provide post project report.

Quarterly Legacy Giving dashboard to BHF board

	Marketing 
	Lead the planning and delivery of the Bayley House Marketing and Communications strategy aligned with the three-year Strategic Plan; design and execute integrated, data-informed campaigns to drive audience growth, participation and engagement across programs, fundraising and advocacy efforts including:
· Oversee marketing campaigns co-ordination

· Oversee and manage marketing budget.

· Lead the creation and publication of all marketing materials.

· Manage and improve client engagement communications.

· Provide marketing input into fundraising campaigns.

· Guide team to manage SEO/SEW, websites, social media end eDMS: embed analytics and dashboards to optimize conversion, retention and ROI

· Continue to integrate Gopha and Bayley Connect as core marketing and engagement tools to enhance client and family experience.

· Ensure message, tone, image and design is consistent across all audiences and initiatives.

· Provide guidance to internal communications activities. 

· Analyse and develop potential strategic partner relationships for the organisation’s marketing and communications.

· Prepare and present board philanthropy and marketing updates to BH board and the Foundation board as required. 
	Marketing and Communications strategy implemented and reviewed annually.

Campaign engagement, conversion and lift metrics to be established, and tracked annually.

Integrated communications calendar delivered on time and within budget

	Branding
	Oversee and evolve Bayley House’s brand architecture and visual identity, ensuring consistency, accessibility and alignment to values.

Maintain and enforce the Brand Style Guide; set design standards for all collateral across Bayley House, Bayley Arts and Bayley House Foundation. 
	Brand Style Guide updated and embedded organisation-wide.

Consistent application of brand across digital/print/audio environments.

75th Anniversary visual identity launched 2026 and adhered to across all touchpoints.

Annual brand compliance checks to show consistency and continuous improvement

	Communications
	Lead organisational communications to ensure a clear, inclusive and trusted voice including;

· manage media relations and/or crisis communications providers as necessary 

· manage PR briefings as required

· oversee/guide content for newsletters, reports, podcasts and digital storytelling etc

· Develop and deliver 75th anniversary communications calendar (storytelling, media features, community content) and align the Gala Dinner as the flagship fundraising event for FY2027

· Oversee a photographic/archival/visual exhibition celebrating 75 years.
	Anniversary communications plan delivered on time in budget

Gala dinner and exhibition – media reach and engagement targets to be established and delivered.

	Leadership
	· Is an active member of the BHLT (Bayley House Leadership Team) providing insightful advice to the group and regularly attends and is prepared for all meetings

· Provide coaching, mentoring and development opportunities to empower your team 

· Provide clear vision, strategies, direction and support staff at the site whilst working in a way that is central to the values and culture of Bayley House.

· Develop and supervise your team of staff effectively using a range of human resources skills and techniques.
	Attends BHLT meetings, participates and is organised

Ensure team deliver on performance objectives 
Ensure all position descriptions are accurately maintained

	Team work 
	· Demonstrated ability to work as part of and contribute to a team.

· Attend and participate in all staff meetings as required.

· Demonstrated ability to liaise and work with all internal and external contacts as required to perform in the position.
	Contributes to conversations

Attends all meetings

Proactive organiser

	Quality & continuous improvement
	· Completes all compliance and induction requirements. 

· Attend meetings, workshops, conferences and training as required. 

· Become familiar and work in accordance with all of Bayley House’s Policies and Procedures.

· Be open to and suggest new ways of doing things in accordance with our Quality Management Framework.

· Participate in Audits as required. 
	Works in accordance with Bayley Policy and procedures as evidenced by audit and quality reports

No non-conformances

	Workplace health & safety
	· Ensure all work carried out is in accordance with the OHS Act 2004 and the EEO Act 2010 Bayley House Policies and Procedures. 

· Undertake all work practices in a safe manner for self and others. 

· Ensure that all work areas are maintained in a safe condition.

· Identify, report and record all safety hazards, incidents. 

· Report to work fit for duty in accordance with our Drug and Alcohol Policy. 
	No accidents or injuries in within the work area or team

No non conformances


	SELECTION CRITERIA

	Qualifications/Licences/Accreditation

	Mandatory

· Tertiary Qualified in Marketing, Communications, Fundraising or similar 

· Have worked within a For Purpose (Not-for Profit) organisation

· Current DWES Check 

· Satisfies all visa requirements for working in Australia

· Current National Police Record Check

· NDIS Worker Orientation Module
	Desirable

· Relevant Professional Membership 



	Professional Experience, Skills and Attributes

	· Previous experience in a similar role approx. 5 years 
· Demonstrated exceptional marketing and communication skills
· Exceptional team management skills
· May have worked within the Disability services sector or similar
· Demonstrated ability to work collaboratively and cooperatively in teams across an organisation to deliver shared goals

· Demonstrated ability to lead change by displaying openness and resilience, inspiring others to change and acting to make change happen

· Demonstrated ability to display business acumen by recognising and seizing opportunities to improve the commercial viability of an organisation
· Will have proven leadership and management of medium sized teams; with responsibilities of staff task delegation and supervision
· Demonstrated exceptional marketing and communication skills
· Highly organised with great attention to detail

	General Information

	· All applicants are required to complete a pre-employment health declaration
· Conduct yourself in a professional manner

· Act in accordance with the vision, mission, values and objectives of Bayley House and to do all possible to assist Bayley House in achieving its aims

· Follow all Bayley House’s policies and procedures

· Follow/participate in occupational health and safety measures

· Act considerately around the workplace and have regard for the well-being of fellow staff, volunteers and our clients


[image: image1.png]



Position Description – Head of Philanthropy and Marketing – October 2025








3/4

