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NOTICE OF VACANCY

POSITION: Fund Development Coordinator
Full time permanent position; 37.5hrs per week
Monday to Friday with some weekend and evening availability around events.

COMPENSATION:

POSITION SUMMARY:

REPORTS TO:
DATE REQUIRED:

QUALIFICATIONS:

SKILLS & ATTRIBUTES:

Annual Salary $71,500 - $88,500 based on experience.
Flexible hours, Benefits, and enrolment in Pension plan.

As a member of the Rotary Hospice fundraising team, the Fund
Development Coordinator assists in the planning and
implementation of fundraising initiatives, signature and third-party
events, and donor stewardship activities to ensure the successful
achievement of annual fundraising targets.

Key responsibilities include; Developing, prospecting, and
maintaining sponsorship relationships, supporting development
and growth of annual campaigns, Support in the planning,
implementation, and evaluation of fundraising events and
establishing and maintaining relationships with donors &
community partners.

Director of Fund Development & Stewardship

Position will be posted until filled

Education/experience in Fund Development, Event planning or
Public Relations, or related discipline and/or 2-3 years of directly
related experience.

Proficient in all Microsoft Office applications and familiarity/ability
to learn fundraising software.

Exhibit a professional, compassionate, and caring approach.
Demonstrate strong active listening and interpersonal
communication skills.

Proven track record in meeting fundraising targets and working
collaboratively with stakeholders.

Demonstrate a high degree of self-direction and self-motivation.

Exceptional written and verbal communication skills including
presentations.

Creative, self-starting, highly organized and ability to manage
multiple priorities.

Knowledge of the local communities served by Rotary Hospice
Stratford Perth an asset.



REQUIREMENTS: - Two Step TB test and Vulnerable Sector Check
- Valid driver’s license & occasional use of vehicle required.

More information about Rotary Hospice Stratford Perth and a full job description
can be found at www.rotaryhospice.ca or by calling us at (519) 508-4900.

Interested applicants please submit a complete resume and cover letter to
humanresources@rotaryhospice.ca

Rotary Hospice Stratford Perth is an equal opportunity employer that strives to create a respectful, accessible and
inclusive work environment. Upon individual request, hiring processes will be modified to remove barriers to
accommodate those with disabilities. Should any applicant require accommodation through the application, interview,
or selection processes, please contact Human Resources for assistance.


http://www.rotaryhospice.ca/
mailto:humanresources@rotaryhospice.ca
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JOB DESCRIPTION

POSITION TITLE: Fund Development & Donor Relations Coordinator

REPORTS TO: Director of Fund Development and Stewardship

POSITION SUMMARY:

This position assists in achieving the strategic priorities along with the short-term and long-term fund-raising goals of
the Stratford Perth Hospice Foundation (SPHF). The SPHF supports the ongoing operational funding needs of Rotary
Hospice Stratford Perth (RHSP), an operation of Hospice Care Avon Maitland (HCAM).

This role works closely with the Director of Fund Development and Stewardship, the Board of Directors, and
Fundraising Committee(s) to achieve the fundraising objectives of the organization. Coordinates the meaningful
stewardship of relationships with donors, sponsors, prospects, foundations, and community organizations. This
position is responsible for supporting and assisting with the development of annual giving, direct mail campaigns,
special events, communication with donors, upkeep of donor files and records, workplans, reports and
correspondence.

ESSENTIAL FUNCTIONS

In collaboration with the Director of Fund Development and Stewardship, develop fundraising targets, including but
not limited to corporate giving, annual giving including signature events, and foundation grant applications.

Ensure goals and objectives are developed and executed in alignment with the vision, mission, values and strategic
priorities of Rotary Hospice Stratford Perth.

Collaborate on the planning, execution, and evaluation of fundraising event targets and activities, including donor
appreciation events and supporting third party fundraising events, as needed

Research grant opportunities, collaborate on funding requests and track and implement recognition requirements
Strengthen and expand existing community networks through speaking engagements and attendance at events
such as Chamber After 5

Develop, track, and evaluate engagement strategies to cultivate new donors and steward existing

Developing, prospecting, and maintaining sponsorship relationships for signature events

In collaboration with Director Fund Development & Stewardship, create and implement campaigns such as a
program for Giving Tuesday & Direct Mail

Maintain monthly donor program

Develop strong working knowledge of CRM for tracking donor engagement, reporting, and as necessary, to provide
back up support for processing donations, thank you correspondence and receipting

Other duties, as assigned.

JOB SPECIFICATIONS

EXPERIENCE AND KNOWLEDGE:

A post-secondary degree is preferred.

2-3 years in fundraising, event coordination and/or marketing in a non-profit organization
Excellent communication skills

A proactive, hands-on strategic thinker



Ability to communicate collaboratively and work independently in articulating and driving new initiatives or
enhancing existing programs.

Ability to manage and prioritize multiple tasks while maintaining attention to detail.

Positive, enthusiastic, and collaborative attitude

Computer literacy, including proficiency working with Donor Perfect fundraising database, SharePoint, and
Microsoft Office 365

Strong familiarity with Perth County communities

EDUCATION:

Post-secondary education in Fund Development or related university degree and/or college certificate
The Certified Fundraising Executive (CFRE) designation is an asset.

WORKING CONDITIONS:

Successful completion of Police Vulnerable Sector Check and two-step TB test, along with strong recommendation
for Covid-19 and annual flu vaccinations.

37.5-hour work week Monday to Friday with some evening and weekend work related to the position as well as
attendance at community events

A vehicle is required to be able to fulfill the requirements of this position, including a minimum of $1 million
automobile insurance policy regarding public liability and property damage. Proof of insurance to be provided.
That all responsibilities be performed in keeping with the philosophical framework set out in the Mission, Vision
and Values of Rotary Hospice Stratford Perth

PEOPLE SKILLS AND COMPETENCIES:

Donor centered attitude and enthusiasm for fund development and stewardship
Exceptional written and verbal communication skills including presentations
Creative, self-starting, highly organized and ability to manage multiple priorities
Excellent interpersonal, public relations and networking skills

Enjoys working in a fast paced and collaborative team environment

Time management skills and effectively working to deadlines
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