Posting #E22-191

b
COMMUNITY LIVING =

Toronto

JOB OPPORTUNITY

POSITION: FUNDRAISING COORDINATOR,DONORRELATIONS AND ANNUAL GIVING

REGION:  Corporate

HOURS OF WORK: 37.5perweek

Community Living Toronto, one of the largest agencies of its kind in North America, is a dynamic innovative organization committed
to a vision of promoting a welcoming community. As a leader in the field, Community Living Toronto offers supports to over 6,000
individuals within an intellectual disability as well as support to their families, including residential and day support, assistance with
employment, community support, early childhood services and respite.

QUALIFICATIONS:

Bachelor'sdegreeor Collegediplomain FundraisingBusinessAdministration,CommunicationsMarketing,or arelateddiscipline.Working towardsa certificationor
designatiorsuchasthe CFRE(Certified Fund-Raisingexecutive)is considerecinassetA minimum3 - 5 yearsof relevantexperiencéncludingfundraisingdatabase
managementonorrelations stewardshiprecognition,andannualgiving. A memberof the Associationof FundraisingProfessionalandadherego the Fundraising
Codeof EthicsandDonorBill of Rights.Demonstrateétnowledgeof fundraisingtrendsandstrategiesDemonstratedinderstandingf effectivecommunicatiorand
engagemergtrategiesFamiliarity andknowledgeof Raiser'sEdgeor otherdonordatabas@rogramsAbility to relateeffectivelywith diverseaudiencesincluding
Boardmemberscommitteemembersdonors families, peoplesupportedy CLTO andthe community,utilizing tactanddiplomacy.Proficiencywith
computers/softwarcluding Microsoft Office (Excel, Word, PowerPointOutlook), Raiser'sEdge,andothertools suchasCampaigrMonitor, SurveyMonkey, Mail

Chimp, Gift tool, Benevity,Global Giving. Strongunderstandingf CanadeRevenueAgencyrulesandregulationsaroundtax receipting.Comfortableusingvarious
socialmediaplatforms.

JOB SUMMARY:

TheFundraisingCoordinator Donor RelationsandAnnual Giving is a multifacetedpositionwith key responsibilitiesor datamanagementjonorrelations directmail
campaignsmonthlygiving andtribute programsAs a key contactfor donorsandstakeholdershis positionis customerservicedrivenandsupportsdonorand
stakeholdecommunicationsandstewardshiandrecognitionprogramsTherole leadsfundraisingdatamanagemengrocesseandis responsibléor importingand
exportingdata,querydevelopmentensuringdataentry policiesandproceduresreup-to-datedocumentinglatabasehangesndmaintenancegnsuringthat
stakeholdeandprospecinformationis accurategeneratindinancialandanalyticalreports trackingfundraisingmovesandlist generatiorfor directmail campaigns,
eventsandawarenessampaignsThis positionreportsto the Manager Fundraisingandworksin collaborationwith all othermemberof the FundraisingPublic
Relations/Marketingnd CommunityEngagementeams.

RESPONSIBILITIES:

DATA MANAGEMENT:

» OverseeRaiser'sEdge the Association’sfundraisingdatabas@andotherdonormanagemergoftware.

» Responsibilitiesncludeaccuratedatatransferquerydevelopmen& analysisfrackingfundraisingcampaignsgonorstewardshigndrecognitionactivities.

» Processedonationsgenerateacknowledgmeniettersandtax receiptsin accordancevith CRA rulesandregulationsandthe Associationgoliciesandprocedures.
* Processedonationf securitiesandgifts receivedby electronicfund transfer gifts from 3rd party donationplatformsandmonthly donations.

MONTHLY GIVING AND STAFFPAYROLL DEDUCTION PROGRAM:

« Coordinatesll of the monthlygiving program- welcomingnewdonors paymentracking,upgradestrategiesindembeddingnonthly donorsinto Mail Campaigns.
« Coordinateall aspect®f the AssnStaff Payroll DeductionCampaigrincluding creatingcampaigrstrategiestecognition retention gift entry, trackingandreporting.
» LeadsMonthly Donorcampaigngo recruitmonthly donorsthroughsocialmedia.

TRIBUTE GIVING PROGRAM:

« Coordinateshe Association’sTribute Programthatincludesin HonourandIn Memorygifts.

« Fulfills donortributerequestshroughgift acknowledgmentsitherby mail or email.

« Liaiseswith familiesandCLTO staffto coordinatebereavementr celebratorycontenton donationpagesor to be sentto funeralhomes.

» Workswith the Manager FundraisingandPR/Marketingteamto promoteTribute Giving throughsocialmediaanddigital tactics.

DONORRELATIONS AND DIRECT MAIL CAMPAIGNS:

» Supportscampaigrstrategy story developmentlogistics,budgetinganddonorstewardshimndrecognitionin theannualplanningof directmail campaigns.
 Coordinateslirectmail campaigrsocialmediaanddigital strategiesvith ManagerFundraisingandthe PR/Marketingeam.

* Preparesecognitionandthankyou lettersandreportspertainingto eventsrecognition,andstewardshigctivities.

FINANCIAL MANAGEMENT AND ADMINISTRATION:

» Understand€anad&Revenugulesandregulationdor issuingtax receiptsandhow to put theserulesinto practice.

* Providesreportspertainingto fundraisingstrategiesincludingbudgetsprogresseports finalizedfinancial statementsandcostanalysegandsupportfor events.

Click APPLY and attach an up to date Cover Letter and Resume.
| APPLY |

PLEASE QUOTE JOB POSTING # IN THE SUBJECT LINE

‘When required, accommodations for disabilities will be provided, on request.
By submitting your application, you confirm that the information included is accurate and true. Misrepresentation or omission of facts in
connection with your application may be sufficient cause for dismissal.

We thank everyone for their interest in Community Living Toronto; however only applicants with the necessary qualifications, experience and education will be contacted for
an interview.
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	Job Summary: The Fundraising Coordinator, Donor Relations and Annual Giving is a multifaceted position with key responsibilities for data management, donor relations, direct mail campaigns, monthly giving and tribute programs. As a key contact for donors and stakeholders, this position is customer service driven and supports donor and stakeholder communications, and stewardship and recognition programs. The role leads fundraising data management processes and is responsible for importing and exporting data, query development, ensuring data entry policies and procedures are up-to-date, documenting database changes and maintenance, ensuring that stakeholder and prospect information is accurate, generating financial and analytical reports, tracking fundraising moves and list generation for direct mail campaigns, events, and awareness campaigns. This position reports to the Manager, Fundraising and works in collaboration with all other members of the Fundraising, Public Relations/Marketing and Community Engagement teams.
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• Oversees Raiser’s Edge, the Association’s fundraising database and other donor management software.
• Responsibilities include accurate data transfer, query development & analysis, tracking fundraising campaigns, donor stewardship and recognition activities.
• Processes donations, generate acknowledgment letters and tax receipts in accordance with CRA rules and regulations and the Associations policies and procedures.
• Processes donations of securities and gifts received by electronic fund transfer, gifts from 3rd party donation platforms and monthly donations.
MONTHLY GIVING AND STAFF PAYROLL DEDUCTION PROGRAM:
• Coordinates all of the monthly giving program - welcoming new donors, payment tracking, upgrade strategies and embedding monthly donors into Mail Campaigns.
• Coordinate all aspects of the Assn Staff Payroll Deduction Campaign including creating campaign strategies, recognition, retention, gift entry, tracking and reporting.
• Leads Monthly Donor campaigns to recruit monthly donors through social media.
TRIBUTE GIVING PROGRAM:
• Coordinates the Association’s Tribute Program that includes In Honour and In Memory gifts.
• Fulfills donor tribute requests through gift acknowledgments either by mail or email.
• Liaises with families and CLTO staff to coordinate bereavement or celebratory content on donation pages or to be sent to funeral homes.
• Works with the Manager, Fundraising and PR/Marketing team to promote Tribute Giving through social media and digital tactics.
DONOR RELATIONS AND DIRECT MAIL CAMPAIGNS:
• Supports campaign strategy, story development, logistics, budgeting and donor stewardship and recognition in the annual planning of direct mail campaigns.
• Coordinates direct mail campaign social media and digital strategies with Manager, Fundraising and the PR/Marketing team.
• Prepares recognition and thank you letters and reports pertaining to events, recognition, and stewardship activities.
FINANCIAL MANAGEMENT AND ADMINISTRATION:
• Understands Canada Revenue rules and regulations for issuing tax receipts and how to put these rules into practice.
• Provides reports pertaining to fundraising strategies, including budgets, progress reports, finalized financial statements, and cost analyses and support for events.
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