
 

Why is this Job Description being written?    New Position  Replacement Position  Position re-designed  Position not previously described 

P O SIT I ON  DET AI L S  Position Title: K E Y  RE L A T I O N S H I P S  O F F I C E R  

Division: Communications & Development Department: Communications & Development 

Position reports to: (role) Head of Development 

Location: include all possible locations 100 Roberts Road Subiaco  

P O SIT I ON  PU RP O SE  

As our Key Relationships Officer, you will be responsible for developing key relationships with donors who are inspired by Telethon Kids Institute’s vision of a future 

where children are not burdened by disease or developmental disadvantage, and who are able to help realise that vision by making significant philanthropic gifts. Your 

relationships will become part of a vibrant community of Telethon Kids’ donors who are changing the world for children by supporting health and medical research. Your 

relationships will trust you and respect you for being professional, passionate, creative, and selfless in your duties. As our Key Relationships Officer, you will be critically 

important to the long-term sustainability and success of Telethon Kids Institute. 

 



 

K E Y  R E SP ON SIBI L IT Y  A RE A S  

Key Position 

Accountabilities 

Inputs: 

 

Outputs:  

 

Measures:  

 

Securing and 

maintaining key donor 

relationships for 

Telethon Kids Institute 

 

 As an integral member of the Development team, you will report 
to the Head of Development and work closely with colleagues who 
collectively strive to raise $20 million and more in donations each 
year for children’s health and medical research 

 You will become exceptionally well informed about the Institute as 
a whole: its history, ethos, research impact, research teams, 
strategic partners, and future ambitions 

 You will develop new key relationships with approximately 120 
individuals, foundations, corporates and other organisations who 
have the ability to make significant contributions to Telethon Kids 

 You will work closely with volunteer committees and members of 
the Telethon Kids’ Board of Directors to identify prospective 
donors and build successful relationships with them 

 You will set yourself an active weekly work schedule driven by 
metrics 

 You will organise and conduct tours of the Institute and its 
research programs for the relationships you are developing and 
will coordinate additional relationship-building activities 

 You will be a creative, pragmatic thinker with a keen ambition to 
assist researchers in developing fundable programs 

 You will be a skilled writer who can capture the aspirations of our 
donors and researchers and formulate engaging proposals 

 You will demonstrate great respect and gratitude to the Institute’s 
current and prospective key relationships 

 
 
 

 Generating 
philanthropic income 
from major donors 
(individual and 
institutional) 

 A strong network of 
relationships that are 
beneficial to the 
Institute 

 Philanthropic contributions to 

the Institute  

 Effective development and 

maintenance of key relationships  



E SSE NTI AL  S KI LL S ,  KN O W LE DG E A ND  E XPE RI ENC E  

Qualifications:   Bachelor’s degree in relevant field  

Skills, Knowledge & Experience: 

 Five years of sales, fundraising, stakeholder engagement or comparable experience with a track record of 
concluding substantial business contracts or gift agreements 

 An invigorating passion for the work of Telethon Kids Institute and the personal drive to shape its future 
through your key relationships 

 Outstanding communication skills and polished relationship-building abilities 
 Superior writing and presentation skills 
 A team-orientation and strong work ethic 
 Demonstrated ability to self-manage your responsibilities in a high-performance environment 

W H O  A RE  Y O U ? 

You enjoy meeting people and getting to know them. 

You look for opportunities to develop meaningful relationships with a diverse range of individuals who, over a period of time, you will motivate to support Telethon Kids 

Institute. You will help them make informed decisions about their charitable giving and ensure they have a rewarding giving experience. 

 

You understand the importance of reputation. 

You know the importance of having personal integrity, and of being perceived as a caring, congenial, friendly, gracious and intelligent person. You also know how 

important it is to safeguard the reputation of the Institute’s trusted brand, as well as of its high-calibre leadership and researchers. You live these values. 

 

You are aspirational about what the future will bring. 

You are enthusiastic about how future advances in scientific knowledge will improve the health and development of children. You want to help pioneer this future 

through the financial support you enable from your key relationships. 

 

You understand why individuals and organisations are motivated to give. 

You know how important it is to understand the motivating drivers of individuals, families, corporates, foundations, and civic groups. You always reflect on these drivers 

and create unique funding opportunities that resonate with them. 

 

You have confidence in your ability to accomplish great things. 

You have a long track record of high achievement in your personal life, education, and career. You are wired to make a difference in the world, not from ego but from a 

deeper sense of purpose. You are entrepreneurial, innovative, energetic, strategic and disciplined in your commitment to change the world for the better. 



B EN EF IT S  

 Working for a not-for-profit organisation with a powerful, trusted and admired brand 
 Working with strong leadership and amazingly bright, passionate colleagues in a values-based environment 
 Frequent opportunities to learn about scientific research and to develop professional skillsets 
 Being part of a high-performing, supportive and cohesive team 
 Competitive salary  
 Access to generous Salary Packaging (a significant tax benefit) 
 Additional leave over the end-of-year shutdown period  
 Mobile phone and laptop provided  
International applicants 
 Access to generous Salary Packaging (a significant tax benefit) 
 9.5 percent superannuation (retirement fund) 
 20 days’ annual leave plus all statutory public holidays 
 Additional leave over the end-of-year shutdown period  
 

SC O P E  

Financial accountability:  

 This role has no accountability for a budget. 

People responsibility:  

Number of direct reports 0 Number of indirect reports 0 

https://www.ato.gov.au/Individuals/Super/


 

O R GANI SATI O NAL  C HA RT  

 

Next level of  

supervision 

 

 

Immediate level of 

supervision 

 

 

Other roles reporting 

to immediate  

supervisor 

 

Direct reports 

(role x no.) 

 

  Key Relationships 
Officer 

Development 
Manager 

Senior 
Development 

Officer 

 

Head of 
Development 

Director of 
Communications 
and Development 

      


