
Marketing & Partnerships Coordinator (expected vacancy) 
 

Position Purpose 

 

This is position assists the marketing team in driving growth of Ovarian Cancer Australia’s 
Partnership revenue and create more synergy between our partners and the marketing 
campaigns they support. 

The Marketing and Partnerships Coordinator will be responsible for ensuring the success of 
all the marketing campaigns our partners’ support including leveraging the relationship for 
the benefit of OCA; as well as ensuring we fulfil our contractual obligations.   This includes 
responsibility for OCA merchandise sales. 

 

Location:   Melbourne, CBD 
Position Reports to: Sponsorship & Partnerships Manager 
Direct Reports:  Nil 
Position Type:  Part-time (0.6 FTE, 45.6 hours per fortnight) 
 
Background 

 

Celebrating 20 years in 2021; Ovarian Cancer Australia is the independent national 
organisation that takes action for people affected by ovarian cancer. It is a not-for-profit 
organisation founded in 2001 by people who had been affected by ovarian cancer, either 
themselves or through someone they loved.   

Our Vision is to save lives and ensure no woman with ovarian cancer walks alone.  

Our Mission is to provide support and care for those affected by ovarian cancer; and 
represent them by leading change. 

Our Core Focus Areas are: 

SUPPORT YOU: Responsive to the personalised needs of those affected 

LEADING CHANGE: Visionary, persistent and leading by example 

Our core values are “We listen. We are inclusive. We are courageous. We act with 
integrity”. 

 

Key Responsibilities 

 

Ensure Sponsor & Community Partner Contractual Obligations are met  
 

 Maintain a partnerships calendar to ensure all milestones are prepared for in 
advance including contract renewals; partnership invoicing and partnership 
communications (external and internal).  

 Develop and maintain relationships with partners to ensure they feel supported 
throughout their partnership with OCA.  



 Assist the Sponsorship and Partnerships Manager in delivering, Ovarian Cancer 
Australia’s fundraising strategy and revenue targets. 

 Taking the initiative to look for ways to streamline the processes and systems we use 
to service our partners to allow for maximum support for minimal efforts 

 
Leverage Sponsor & Community Partner Assets  
 

 Gain visibility of annual marketing plans for each of the key partners to assist in 
understanding each of their key commercial objectives and helping OCA align better 
to them. 

 Gain visibility of each of our key partners above the line media and social media 
plans to enable OCA to leverage partner assets at key times of the year 

 Work with partners to develop partner-specific merchandise and/or packaging to help 
OCA increase visibility and revenue via a % of sales 

 Work with partners to leverage any relevant high profile executives, celebrities and/or 
ambassadors that may help assist in raising OCA’s profile 

 Work with partners to ensure all employees that form part of the organisation 
understand the contribution they are making towards the work of OCA and open up 
new avenues for employee contribution 

 
Manage and grow merchandise sales 
 

 Work with partners to develop a range of OCA merchandise that delivers maximum 
ROI to OCA 

 Forecast requirements, negotiate pricing, order and distribute required merchandise 
in a timely manner that allows for maximum sales by all parties 

 Provide regular updates on the ordering; cost and stock on hand of all merchandise 

 Manage all merchandise costs to an agreed budget and track monthly and annually 

 Develop an annual merchandise costs and sales report. 

 
General  

 Ensure all contacts and activities are recorded in Sharepoint and Salesforce in a 
timely manner.  

 Contribute to the development of Ovarian Cancer Australia strategy and planning.  

 Contribute to strategies and activities developed to secure new partners  

 Contribute to the culture of decision making including cooperation, collaboration and 
shared accountability.  

 Contribute to evaluation data collections as relevant to areas of responsibility and 
provide information for routine and ad hoc reporting purposes.  

 Provide weekly reports of sponsors and or community partners of activations during 
and post campaign months  

 Other duties as directed.  
 
 
 
 
 
 
 



Experience, Skills and Qualifications 

 

 A proven track record of coordinating marketing campaigns. In practice this means all 
touchpoints including adapting creative for each channel; client liaison; agency 
liaison and placement across all media (P2P; ATL; BTL and Social) 

 Experience in driving income growth via partnerships 

 Experience of managing external agencies and suppliers and working with other 
internal teams. 

 Organisational and time management skills including the ability to manage workflows 
and balance competing priorities; and a number of partner requests to meet 
deadlines. 

 High attention to detail and quality. 

 Excellent written, interpersonal and verbal communications skills. 

 Displays initiative and has ability to work independently and as part of a team.  

 Good influencing skills. 

 Decisive and quick problem solver, offering solutions. 

 Strong IT skills particularly in Word, Excel and PowerPoint. 
 
Key Selection Criteria 

 

1. Proven track-record in engaging, developing, and healing grow partnership 

relationships. 

2. Proven organisational skills, ability to multi-task, prioritise workloads and meet 

deadlines and targets. 

3. Excellent communication, negotiation and interpersonal skills with demonstrated 

ability to build, maintain and manage strategic and complex relationships both 

internally and externally.  

4. Excellent written and oral skills, public speaking and presentation capabilities. 

5. Flexibility to respond to competing demands. 

6. Proven ability to achieve financial and other targets. 

7. Strong team player. 

Application instructions 

 

Applications must include: 
 

1. A covering letter addressing the above key selection requirements. 
2. A current curriculum vitae or resume. 

 
Please email applications to: communications@ovariancancer.net.au 
 
Closing date for applications is Sunday 18 October 2020. 

Please note only short listed applicants will be contacted. 

mailto:communications@ovariancancer.net.au

