January 2012

POSITION DESCRIPTION

DEVELOPMENT COORDINATOR
[image: image1.emf]
Purpose
As a key Food Banks Canada team member, provide exceptional organizational support in the areas of corporate partnership development, individual donor stewardship, fund development infrastructure, internal communications and member services.  Ensure a positive image of the Food Banks Canada and successfully deliver quality programs and value to members. 
Coordinate and support activities in order to ensure successful implementation of Food Banks’ Canada mandate.  These activities include fund development and foodraising efforts, partnership relationship support, communication activities (i.e. data base, member communication, newsletter content and distribution of development materials) and donor stewardship.
Specific Accountabilities
Working in a team based environment you will: 

· Support corporate partnership development by developing communications, coordinating matching of food banks to programs, responding to granting program queries, and other coordinating duties 
· Support the establishment and maintenance of fund development infrastructure including policies and procedures, donor database, online fundraising tools.

· Respond to prospective support opportunities and members inquiries in a timely and efficient manner
· Support donor stewardship activities in particular producing thank you letters and coordinating the donor recognition program.
· Develop internal communication pieces as required, including contributing to the quarterly newsletter
· Attend meetings with sponsors, members and partners and ensure timely follow-up

· Primary responsibility for donation data entry, updating mailing lists

· Produce relevant reports for staff team as required

· Provide support for reception and administrative tasks as required
· Other duties as assigned
Education, Experience and Attributes
· BA or equivalent in fundraising management or development (preferred), or public relations or communications 
· Minimum of two years of professional experience in development/fundraising for a not for profit or charitable organization is required
· Experience working with not-for-profit database systems required, ideally Raiser’s Edge 
· Excellent written and verbal communication skills and strong interpersonal 

· Attention to detail and accuracy including strong proofreading skills

· Ability to effectively coordinate multiple projects, deadlines and priorities
· Experience working in a team environment
· Professional presence, with a positive attitude and self-starter, accountable approach project management
· Experience working with social media, including engagement with online communities, an asset

· Experience with event planning an asset

· Volunteer experience particularly in the area of food banks and/or hunger reduction an asset 
· Committed to organizational mission of reducing hunger
· French language skills an asset

Time Requirements

Food Banks Canada regular office hours are Monday – Friday 9:00 am – 5:00pm.

This position is a salaried position with an expected minimum 35 hours per week.  It has flexible hours as the nature of the work and the time zone differences must be taken into consideration when determining hours of work.  It is understood that all team members are often required to work irregular hours to ensure that the objectives of the organization are being met.  This includes the potential for some evenings and weekends.  

Training and Orientation

Orientation for this position is coordinated by the Director, Development and Partnerships with the candidate and includes all relevant team members, external stakeholders and volunteer resources.  

An annual training budget is available for each employee to fulfill their professional and personal needs.  

Compensation

Compensation will be determined by the job class and the candidates experience and capabilities brought to the position.

Physical Requirements

· Sitting ,Computer, Reading and inputting data

· Some lifting - moving things in and out of vehicles/buildings 

· Frequent local and periodic national travel

Agreements

The Development Coordinator is required to sign Confidentiality and Intellectual Property and Non-Solicitation and Conflict of Interest Agreements. 

Accountability

The Development Coordinator reports to the Director, Development and Partnerships with additional direct accountability to other Managers.

Job Search Details:

Please include Development Coordinator in subject line of email. Cover letter and resume due by January 17, 2011.
We appreciate receiving all applications, however only successful applicants will be contacted. 

Salary is in the 40K range please submit confirmation that this salary meets your expectations in your covering letter to careers@foodbankscanada.ca.
