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OUR VISION IS TO 
EMPOWER THE 

EVERYDAY 
AUSTRALIAN TO 

CHANGE THE 
WORLD THROUGH 
A SIMPLE CHOICE 

IN THEIR 
EVERYDAY LIFE. 

Mission Statement
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IMPACT COORDINATOR
To apply for this role, please send your CV and cover letter 

to careers@thankyou.co and include the title of the 
role in the subject heading of your email.

LocationDepartment Reports toEmployment type

Collingwood, VictoriaImpact Chief Impact OfficerFull Time, 38 hours per week

POSITION SUMMARY & PURPOSE

As someone that is passionate about eradicating poverty, you will use your knowledge of global 
developmental issues and strategy, as well as excellent administrative skills, to coordinate key 
activities for the Impact department. You will work closely with the Chief Impact Officer and 
assist with shaping policies and processes within the Impact department to ensure that Thankyou 
projects are implemented effectively. 
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YOUR RESPONSIBILITIES

THE KEY RESPONSIBILITIES OF THIS POSITION INCLUDE:

 › Managing reporting documents and photos for existing and new projects.  

 › Overseeing the ‘Memorandum of Understanding’ process from start to finish; inclusive of 
preparing project funding MOUs for directors and Project Partners to sign off on, maintaining 
accurate records, and ensuring that terms and conditions of MOUs are met by both parties. 

 › Liaising with Project Partners on getting relevant project information and managing 
expectations. 

 › Having extensive knowledge of our internal Impact data and preparing reports, statistics and 
other relevant projects information to internal and external stakeholders. 

 › Reviewing, creating and editing project summary documents. 

 › Ensuring that the Track Your Impact (TYI) System is functional through accurate allocation of 
projects to TYI codes and effective communication of progress/final field reports. 

 › Researching and reviewing new types of projects and opportunities to partner with new or 
existing Project Partners.  

 › Reviewing key research and findings in the developmental sector and advising the CIO about 
how these findings can improve the quality of Thankyou’s Impact. 

 › Managing and maintaining other spreadsheets, databases, policies, systems and processes, 
that make up the administration side of the Impact department. 

 › Communicating our impact (inclusive of wider development needs and practices) to internal 
and external stakeholders through internal/external presentations, speaking engagements and 
other events. 

 › Assisting the Communications and Marketing teams with generating and refining Impact 
content. 

 › Assisting with the coordination of Projects Trips, including all administrative tasks such as 
liaising with Project and field partners, organizing itineraries, flights, transfers, accommodation, 
insurances, visas and safety training. 

 › Assisting in other general Impact/organisational tasks.
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THE PERSON SUITED TO THIS ROLE SHOULD:

INTERNAL EXTERNAL

 › You have an appetite for constantly learning and growing your technical and professional skills 
and knowledge. You know the latest statistics and figures, and are always aware of global 
issues and trends.  

 › You are passionate about eradicating poverty through sustainable development that empowers 
people in the most vulnerable and marginalised communities. 

 › You are a visionary. You see and understand the needs of the wider organisation and are able 
to balance the Impact Department’s objectives with the overarching strategy of the business.  

 › You possess strong interpersonal and relational skills, and are able to communicate, negotiate, 
ask hard questions and maintain a good relationship with key internal/external stakeholders. 

 › You are an organiser, and are able to manage multiple tasks and projects in a timely manner 
without missing a beat. You pride yourself on being detail-orientated. 

 › You have a strong analytical mind. You are able to present and offer advice based upon key 
reports, and other research you have conducted. 

 › You possess strong numeracy and Excel skills and work well with figures and statistics. 

 › You are team orientated but also thrive on being able to work on tasks independently 
without micro-management. You are not afraid to contribute meaningfully 
to group discussions, and problem solve effectively within a team.

 › Impact Team
 › Marketing & Communications Team
 › Business Team
 › Systems Specialist

 › Project Partners
 › Other relevant NGOs
 › Legal Advisors

YOUR SKILLS

KEY RELATIONSHIPS
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THE FOLLOWING INDICATORS WILL BE USED TO MEASURE 
YOUR SUCCESS IN THIS ROLE:

RELATIONSHIP MANAGEMENT

 › Ensuring that project partners are engaged with our Impact vision and mission
 › Implementing our Impact Development Model responsibly and effectively, including managing 

the MOU process. 

IMPROVING OUR IMPACT

 › Being knowledgeable and up to date with the current international development 
discourse; best practice, innovation, trends, issues, figures and statistics. 

 › Providing insightful advice and recommendations to our CIO to improve our impact by 
ensuring that we continue to fund sustainable and community-empowering projects. 

COMMUNICATION & REPORTING

 › Presenting impact statistics and stories from the field accurately and in an engaging manner. 

 › Communicating clearly and effectively, as well as collaborating well with other team members. 

 › Ensuring that all reports and internal documents are prepared professionally, accurately and in 
a timely manner. 

TRACK YOUR IMPACT

 › Ensuring that the operating systems and procedures of Thankyou Group’s Track Your Impact 
System are efficient and up to date.  

 › Meeting deadlines and existing timeframes (such as TYI Label Runs) 

 › Accurate data-entry of project information in the TYI system. 

RECORD KEEPING

 › Ensuring that project databases and records, MOUs, legal agreements and funding resolutions 
are kept up to date, well-organised and stored securely. 

YOUR SUCCESS
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QUALIFICATIONS

EXPERIENCE

Completed a relevant degree in International Development and/or Commerce

QUALIFICATIONS & EXPERIENCE

 › Demonstrate experience in charitable programs or social welfare programs in a voluntary or 
paid work capacity.

To apply for this role, please send your CV and cover letter to careers@thankyou.co 
and include the title of the role in the subject heading of your email.
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