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POSITION DESCRIPTION 

 

 

POSITION TITLE: Grants Coordinator 

ROLE GRADE: 7 

REMUNERATION: 

$71,000 - $75,000 
inclusive of 9.5% superannuation 
commensurate with qualifications and 
experience 

COST CENTRE: 
Marketing and Fundraising – Major Gifts and 
Bequests 

LOCATION: Sydney or Melbourne 

DATE REVIEWED: August 2017 

POSITION BASIS: Full time 1.0FTE Ongoing 

 

Introduction 

Bush Heritage Australia is a national non-profit organisation that buys and manages land to protect our 

irreplaceable landscapes and our magnificent native species forever. 

We directly purchase land that has outstanding conservation values, reconnect fragmented landscapes, and build 

partnerships with other landowners, particularly Traditional Owners.  Bush Heritage works across 19 priority 

landscapes and owns 39reserves. In addition, we partner with Aboriginal people and agricultural landowners to 

achieve conservation outcomes.  Currently, Bush Heritage is working across more than 8.86 million hectares in our 

priority landscapes. 

Established in 1991, Bush Heritage has around 30,000 supporters Australia wide and an annual operating budget of 

over $20 million. Bush Heritage is primarily funded by donations from individuals and philanthropic sources.  In 

pursuing its mission, Bush Heritage engages staff and volunteers across all the States and mainland Territories of 

Australia. 

Bush Heritage’s culture requires a commitment to a collaborative and supportive approach to leadership and 

management, with a strong commitment to safety and the development of our people.   
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Our values are: 

Conservation: Conservation impact is essential. Our decisions are informed by best available science and evidence;  

Culture: We respectfully engage with Traditional Owners of the land, and recognise Aboriginal culture, connection 

to Country and traditional knowledge. Working together and applying two-way science leads to greater understanding 

and better conservation outcomes;  

Collaboration: Collaboration, pragmatism and innovation are essentials. We listen to and respect each other, finding 

creative solutions together; 

Community: The broad Bush Heritage community underpins our success. By engaging with and within communities 

around Australia we achieve so much more than we could working alone; and  

Safety: Our people’s wellbeing and safety is critical. 

The organisation has six teams – West Region, North Region, South East Region, Conservation, Marketing and 

Fundraising, and Corporate Services. 

 

CEO and the Board 

Gerard O’Neill is Bush Heritage’s Chief Executive.  The Board Chair is Chris Grubb, and Directors include leading 

Australians from business and commerce, government, non-government and private sectors, conservation and 

science.  Bush Heritage demonstrates a strong commitment to Aboriginal and Torres Strait Islander people and has 

Aboriginal representation on its Board. 

 

Direction and Guidance for this Position 

Reporting to the Senior Philanthropy Executive, the Grants Coordinator is accountable for fulfilling the 

Responsibilities and Duties associated with this position.  As a self-starter, it is expected that the incumbent will 

contribute towards improving the effectiveness of systems being managed including the development of new systems 

where required.  

In applying for this position, applicants should address the criteria set out in the Qualifications, Skills and 

Selection Criteria of this position description. Failure to address those criteria will likely preclude the applicant from 

consideration for the role. 

 

Position Summary (Background) 

The Grants Coordinator will be responsible for generating income through grant applications to philanthropic trusts 

and foundations and government grant programs. The position coordinates all grant applications nationally, tracks 

progress of grant-funded projects and oversees progress and acquittal reporting.  

 

Key Responsibilities and Duties 

The primary responsibilities associated with the role include: 

1. Generate revenue (tied funding) from government and philanthropic grant programs.  

2. Proactively develop strategies and tactics for identifying grant opportunities, cultivating relationships with grant 

funders and soliciting grants from a portfolio of about 90 current and prospective grant funders, including all 

government funders of conservation and environmental work.  

3. Coordinate development of grant applications and proposals for tied funding – communicating clearly and 

accurately complex projects. 
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4. Monitor progress of grant-funded projects to ensure outcomes and targets are achieved. Ensure project/program 

managers are aware of grant obligations.  

5. Coordinate the development of progress and acquittal reports, including financial and technical reports and any 

other obligations that Bush Heritage has to grant funders.  

6. Support Philanthropy Executives to develop proposals for tied funding to funders in their portfolios and manage 

any subsequent grants.  

7. Prepare documentation including grant agreements and reports for signing by the Chief Executive or other 

appropriate BHA delegated authority.  

8. Manage grant and tied funding data across several complex administration and CRM systems   

9. Lead the process of developing, maintaining, and revising grant seeking and tracking systems and processes. 

Including training of all new staff across the organisation in the grants process. 

10. Coordinate appropriate grant funding acknowledgment across BHA publicity materials – working closely with 

media and publication team.  

11. Keep track of tied funding for monthly financial reporting and contribute to other reporting as required.  

12. Other duties, as required from time to time, consistent with the position grading. 

 

Qualifications, Skills and Selection Criteria (used to assess your application) 

Essential 

• 3+ years of relevant work experience and an in-depth understanding of the wider business context (domestic 

grant seeking and the conservation sector).  

• Well-developed organisational and planning skills, including the ability to meet deadlines, and demonstrated 

attention to detail in planning as well as documentation and information recording. 

• Understanding and acting on requirements in complex contracts and agreements. 

• Demonstrated interest in improving processes to ensure efficiency and accuracy. 

• Excellent interpersonal and listening skills and the ability to understand complex relationships from various 

viewpoints and build successful and strong relationships. 

• Effective verbal and written communication skills, including the ability to communicate with, and work effectively 

with, a diverse range of people from a broad range of backgrounds including major donors, bequest supporters, 

and staff members across the organisation. 

• Comprehensive understanding of the Australian grant-making sector 

• Ability to work independently, coordinate a professional project team and works as a team member to achieve 

goals. 

• Commitment and passion for nature conservation and the objectives and values of Bush Heritage. 

• Experience with the use of a customer or donor relationship management database (CRM system) 

• High level of computer literacy and proficiency with personal computers including word processing, spreadsheet, 

PowerPoint, Outlook and data software. Excellent MS Word skills. 

Desirable 

• Understanding of principles of project management. 

• Knowledge of Health, Safety and Environment and risk assessment procedures and requirements. 

• Experience in the not-for-profit sector. 
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Key Outcomes for the Role 

1. Successfully manage a full portfolio of Bush Heritage grant funders, including government and philanthropic 

trusts and foundations.   

2. New and existing grant donor relationships are managed professionally and foster Bush Heritages positive 

reputation.  

3. Complete at least 25 grant submissions per year. 

4. Personal and team budgets are met in line with the organisation expectations.  

5. Track progress of grant funded projects using Miradi and other systems to ensure milestones and obligations to 

funders are met.  

6. Successful completion of reporting requirements, internal and external within specified timeframes.  

 

Policies and Work Place Practices 

Bush Heritage people and managers are responsible for and commit to: 

• Using and ensuring adherence to Bush Heritage’s values, policies and work-place practices; 

• Ensuring Health, Safety and Environment compliance, acting and encouraging others to act in a healthy and safe 

manner; and 

• Maintaining a team-oriented environment, managing and developing staff, and valuing diversity. 

 

Position Relationships 

 

Position title of supervisor Senior Philanthropy Executive 

Position titles which also report 
to supervisor 

Philanthropy Executive – NSW  

Grants Coordinator 

Titles of positions that report to 
this position 

None 

Key internal relationships Philanthropy Executives, Finance, Regional Managers, 
Healthy Landscape Managers, Reserve Managers, 
Ecologists. 

Key external relationships Bush Heritage grant funders 

 

 

 


