
 

 

|   POSIT ION DESCRIPTION 

A Catholic School in the Edmund Rice Tradition 

Development Officer 
GENERAL 

The Development Officer is appointed by the College Principal and works in collaboration 
with and under the immediate direction of the Director of Development. The role assists with 
the implementation of the Gregory Terrace Foundation’s new Strategic Plan.  

The Development Officer is responsible for developing innovative strategies to deepen the 
College’s culture of philanthropy, by nurturing existing relationships and identifying potential 
donors. By focusing on building strong relationships throughout the entire Terrace Family, 
and seeking to understand giving motivations, donations will be maximized. Through 
meeting and following-up with potential donors, the Development Officer will secure new 
revenue. Regular stewardship will further foster strong relationships and ensure the 
longevity of the donor relationship. 

KEY CHARACTERISTICS 
The Development Officer will: 

• be committed to the goals, ethos of Catholic Education and Mission of Edmund Rice 
Education Australia (EREA) and the College; 

• have an awareness of and support for the Charter and key EREA policies, 
procedures and practices; 

• display a high level of professional competency and ensure that their behaviour and 
personal presentation reflect the College's values and professional expectations; 

• be committed to self-development and ongoing professional development; 
• strive to live a lifestyle which, by its witness and example, is compatible with the 

Gospels; 
• be committed to the religious dimension, personal care and academic climate of the 

College; 
• be committed to Christian Leadership through vision, service and example; 
• provide Christian Leadership in the performance of leadership duties within the role; 
• be committed to a Professional Development program that assists in being 

conversant with the educational issues and best interests of boys’ education; 
• be committed to building our community - the Terrace Family; 
• have knowledge and awareness of Workplace Health and Safety, Risk Management 

requirements and Equal Opportunity and Anti-Discrimination requirements applicable 
in the work environment; 
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• respond to the operational needs of the College and the Gregory Terrace Foundation 
and to other duties as directed by the Principal or the Director of Development. 

SELECTION CRITERIA 
• Commitment to the ethos of Catholic Education. 
• Commitment to the Mission and the ethos of Edmund Rice Education Australia 

(EREA) and St Joseph’s College, Gregory Terrace. 
• Commitment to professionalism and competence in behaviour and work. 
• Commitment to pastoral care of students. 
• Demonstrated competencies in the professional duties and responsibilities as set out 

in the role description. 
• Degree qualified (e.g.: Philanthropy, Marketing, Education, Business or a related 

discipline). 
• Substantial experience in fundraising and former student relations.  
• Demonstrated outcomes in developing fundraising programs. 
• Direct experience in donor follow-up. 
• Experience within the education sector highly valued. 
• High level interpersonal and professional presentation skills. 
• Creative thinking, problem solving skills and a flair for creating engaging programs. 
• High-energy, drive and enthusiasm. 
• Time management skills to meet project deadlines. 
• Well-developed team membership and volunteer management skills. 
• Advanced computer skills – essentially Word and Excel. 
• Outstanding written and verbal communication skills and attention to detail. 

 

PROFESSIONAL DUTIES 
The Development Officer is responsible for -  
Fundraising: 

• Executing the Annual Giving Appeal and its segmentation 
• Growing participation in the Valedictory Gift Program 
• Following up with potential donors after specific Campaign events 
• Managing and attending Foundation events 
• Contributing to achieving fundraising targets for the department 

Friendraising: 
• Collaborating with the Communication department 
• Developing a broader program (Old Boys, former parents, staff etc.) 
• Liaising with The Gregory Terrace Old Boys’ Association (GTOBA) 
• Ensuring a systematic and strategic approach to Old Boy reunions 
• Securing reunion coordinators and increasing attendance at events  
• Becoming the first contact for all former students 
• Attending reunion events and GTOBA meetings 

Communication: 
• Drafting reports and articles for the Development department 
• Thanking various donors as part of the stewardship program 
• Researching donors and updating the database for future approach 

General - as requested by the College Principal and/or Director of Development 
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CONDITIONS OF EMPLOYMENT 
 
The Development Officer is a full-time permanent position with 4 week’s Annual Leave.  The 
position is remunerated according to the School Officer Award for Religious Institute Schools 
- Level 7, Step dependent on experience. 
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