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POSITION DESCRIPTION 

Philanthropy Coordinator 
 

Position Title: Philanthropy Coordinator 

Department:  Philanthropy  

Location: Based at The Opera Centre, Sydney but may be required to work and/or be 
based at other company work locations, as required.  

Classification: Administration 

Employment Type: Fixed Term, Full time  
 

The Company  
 

Opera Australia is Australia's national opera company, dedicated to enriching Australia's cultural 
life with exceptional opera and sustaining and developing the art form.       
           
Opera Australia is the largest and busiest performing arts organisation in Australia, with over 600 
opera performances a year, including two opera seasons in Sydney and Melbourne, Opera on 
Sydney Harbour, musical theatre, opera concerts and a range of other activities. Through its 
touring arm, the Company reaches out to communities in regional Australia, and delivers an 
exciting program to school students. Opera performances are broadcast and distributed nationally 
and internationally.  
 
Opera Australia casts its productions from an ensemble of Australian artists - opera singers, 
dancers, conductors and repetiteurs, with regular appearances by international guest artists. The 
Company manages the Australian Opera and Ballet Orchestra and also works in partnership with 
Orchestra Victoria. The Company works with leading directors and designers, and employs a 
large number of highly skilled people in the areas of scenic construction and painting, wardrobe 
and wig-making, stage production, and management and administration. Overall, the Company 
plays a vital role in developing and sustaining a specialist skills base in this unique area of the 
performing arts.   
 
For further information please refer to our website at opera.org.au. 
 
The Philanthropy Department  
 

Opera Australia’s Philanthropy Department manages an integrated philanthropy program to 
maximise individual giving in support of company production and access activities. The 
department provides one of 4 main sources of funding for the company, the others being box 
office revenue, government funding, and corporate sponsorship. The income generated by the 
Philanthropy department forms a critical part of the company’s operational budget and capital 
reserves.  

The Department manages individual giving to the Company including annual giving programs, 
major gifts and campaigns, as well as the Opera Australia Capital Fund, a separate financial 
entity overseen by the Opera Australia Capital Fund Board. The key geographical focus areas for 
Opera Australia are Sydney and Melbourne, as well as a strong presence across regional 
Australia.  

The department comprises a small team of highly professional philanthropy and patron 
managers.      

 
 

http://www.opera.org.au/
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Position Summary 
 
The Philanthropy Coordinator will contribute to the financial success of Opera Australia by 
cultivating and nurturing strong relationships with individual supporters and ensuring consistent 
and quality delivery and administration of campaigns and benefits across Opera Australia’s 
Patron and Friends programs and events. 

The primary aim of the role is to support the Executive Director of Philanthropy through executive 
assistance, coordination of Patron, Friends and Volunteer activities as well as events 
organization, database administration and relationship management.   

 
Reporting Line 
 

Reports to:  Executive Director, Philanthropy 
Direct reports: NIL 
 
Key Accountabilities 
 

• Support the Executive Director, Philanthropy through: 
o Database Administration 
o Correspondence 
o Diary management 
o Event Coordination 
o Coordination of annual appeals 
o Assistance with funding proposals 
o Filing and Record-keeping 

 
• Delivery of the annual Friends membership program and associated events  
• Effective management of the Volunteer program, including attendance at meetings, 

coordination of Volunteer events 
• Compiling data and lists as needed for individual giving reports and analysis of donor 

behaviour (Tessitura Database)  
• Attendance at opening nights and donor functions to engage with supporters of OA, and 

support the Philanthropy team  
• Publication of regular Newsletters, and other communications for Patrons, Friends and 

Major Donors as well as coordination of mail outs (including brochure, annual reports, 
special offers and invitations)  

• Management of the annual series of Insight Nights at the Opera Centre for Patrons and 
Friends  

• Project manage and attend various Opera Australia activities, including:  
 

• Patron attendance at special rehearsals  
• Launches for new campaigns  
• Other events as they arise  

 
General:  
 

• Support the Executive Director, Philanthropy in administrative matters such as scheduling 
meetings, travel bookings, credit card and petty cash reconciliation and other 
administrative duties as required.  

• Ensure that all communication from supporters is managed in line with the Company’s 
agreed relationship management principles in an efficient and timely manner  

• Ensure that supporter records in Tessitura are updated with all relevant and accurate data 
following events  

• Understand that a flexible approach and a willingness to work outside standard business 
hours is required  
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• Maintain Opera Australia’s image and integrity throughout relationships with external 
stakeholders  

• Interstate travel may be required  
 
 
Common Accountabilities 
 

Opera Australia is committed to the health, safety and wellbeing of its staff.  The company and its 
staff must comply with a range of statutory requirements, including equal opportunity, work health 
and safety, privacy and trade practice. The Company also expects staff to comply with its policy 
and procedures, which relate to statutory requirements and our ways of working. Appointees are 
accountable for completing training on these matters and ensuring their knowledge, and the 
knowledge of their staff, is up to date. 
 
All staff must: 
 
• treat other staff and members of the public with respect  
• act with integrity and meet the company’s high standards of personal and professional conduct  
• take reasonable care of, and cooperate with actions taken to protect, the health and safety of 

both themselves and others; 
• report incidents and hazards to their immediate manager as soon as practicable. 
 
 
Specific Challenges 
 
Challenges involved in this position are: 

• Balancing the many competing priorities and deadlines, often under very restrictive time 
constraints 

• Managing the often idiosyncratic demands which arise when managing donor relationships 
• Ensuring that interactions with internal and external stakeholders are carried out with the 

highest level of professionalism, respect and courtesy 
 
Scope of the Position  
 
The Philanthropy Coordinator operates with a degree of autonomy in determining daily priorities 
to meet operating requirements  
 
The Philanthropy Coordinator may be required to attend courses, functions or events and at times 
work alone in circumstances where on-the-spot decisions must be made to ensure the successful 
outcome of the event. 
 
The Philanthropy Coordinator will be required to communicate broadly within Opera Australia and 
with external contacts to assist the Philanthropy Department deliver benefits and experiences that 
achieve financial targets. 
 
Internally, the position will develop strong working relationships with all internal departments to 
ensure that the requirements of the Philanthropy Department can be met across the organisation.  
 
Externally, the position will liaise with individual donors and organisations with a view to ensuring 
maintenance of relationship and effective delivery of benefits.  
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Key Selection Criteria 
 

• Demonstrated experience and success in executive administration 
• Experience in managing either annual giving programs, membership programs, major gifts or 

other philanthropy programs is desirable. 
• Highly sophisticated interpersonal and communication skills, empathy and emotional 

intelligence.  
• Strong events management experience. 
• Excellent written skills. 
• High level IT skills and database administration skills (experience with Tessitura desirable) 
• Experience with Adobe Photoshop and Publisher. 
• Eye for detail and quality design and presentation skills. 
• A commitment to flexible working hours, including evening and weekend work, as required. 
• Interest in and knowledge of the Australian cultural landscape. 

 
 
Other considerations  
 

Appointment to this position is subject to the position holder having residency status and/or 
possessing a visa with work rights. Appointment may also be subject to passing a mandatory 
Working with Children check, where required by law. For some positions, an independent health 
and fitness check or criminal records check may also be required.   
 
A flexible approach and a willingness to work outside standard business hours is required. 

It is essential to maintain Opera Australia’s image and integrity throughout relationships with 
external stakeholders. 

 
This position description will be reviewed on a regular basis and changes made to reflect 
changes in the requirements of the role. Staff will be consulted in the process of review.    
 

Endorsed:  

Liz Nield 

Executive Director, 
Philanthropy 

January 2016 
 

Approved:  

Mahua Das 

HR Director 

January 2016  
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