
 

 

Donor Services Assistant | Full-time permanent role | Based in North Sydney 
 
• Full-time (37.5 hours per week) permanent role based in North Sydney. 

• Become a member of an experienced and dynamic team. 

• Make a significant impact by engaging people in this inspiring work. 

 

This is an exceptional opportunity to join the international mission agency of the Catholic Church in Australia, which supports 

children, communities and church leaders both in Australia and overseas 

 

ABOUT THE ROLE 

Reporting to the Donor Services and Engagement Manager and located at Catholic Mission’s North Sydney Office, this position 

works within a team that provides centralised processing support to 28 diocesan offices as well as customer support to our 

national donor base. 

 

The work of the Donor Services Assistant involves: processing donations, database management and donor administration. 

This support extends to a network of staff in regions across Australia which enables CM staff to utilise their time and energy in 

focussing on developing relationships and fundraising potential with donors and prospects. The effective performance of this 

team makes a significant contribution to CM’s Fundraising, Finance and Programs teams.  

    

The primary focus of this job is: Ensuring timely and accurate donation processing; Maintaining the accuracy of CM’s Customer 

Relationship Management database, iMIS; Providing professional and efficient service to donors and potential donors; 

Providing effective administrative support to assist with seamless integration of the fundraising, administrative and financial 

services of CM. 

 

ABOUT YOU 

You will be eligible to work in Australia; have strong data entry and Database/Customer Relationship Management (CRM) 

experience; Experience working in a customer service role with a strong administrative/process driven component; experience 

working a not for profit organisation.  You will also need the following:  Fast, efficient and accurate data entry/typing skills; 

Methodical with an eye for detail; Good customer service and communication skills with a proficiency in oral English language; 

Team player; Good time management – willing and able to be assigned work and independently complete tasks in the time 

required; A proactive, positive “can do” attitude willing to take the initiative; Flexible and adaptable; Resilient with an ability 

to handle rejection professionally. 

 

AS PART OF THE TEAM 

• You will have the opportunity to be mentored by a wonderful Manager. 

• You will get to participate in professional development. 

• You will enjoy a caring and supportive environment – both within our team and the organisation.  

• You will participate in an annual Performance Development and Review program. 

• You will receive extra holiday breaks.  

• You will have access to the Employee Assistance Program. 

 

ABOUT CATHOLIC MISSION 

Catholic Mission comprises the four Pontifical Mission Societies, which locally and globally answer the call to love God and to 

love our neighbour, works to establish the Reign of God through building communities of missionary disciples who share their 

faith by proclaiming the Word, supports Church communities and people in need, acts for justice and creation, and through 

the Society of the Holy Childhood, adopts child-focused, community-based development programs.  

 

NEXT STEPS 

For a position description, please refer to: http://www.catholicmission.org.au/about-us/work-with-us.   For a short video on 

what it’s like working at Catholic Mission, please refer to: https://www.catholicmission.org.au/about-catholic-mission/about-

us#our-people. To apply, send your cover letter and resume to employment@catholicmission.org.au as soon as possible as 

applications will be reviewed on an immediate basis. 

 

Please note: 

• The successful applicant is subject to a National Criminal History Check and a Working with Children Check. 

• Only those selected for an interview will be contacted, usually within two weeks of the closing date. 


