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1. Title

Fundraising Coordinator 
2. Summary of Role

The Fundraising Coordinator initiates, develops, and leads fundraising for L’Arche Calgary in accordance with the Vision and Mission of L’Arche, government regulations, and L’Arche Calgary Policies and Guidelines.
The Fundraising Coordinator plans, monitors and facilities fundraising activities for the L’Arche Calgary community.
Primary areas of focus are direct mailings, grants, annual appeal portfolios, corporate and media support, donor research, special fundraising events and various forms of public relations, marketing, and communications. Support for this position is supplied by the Communications Assistant. 

Fundraising Coordinator is a full-time position of 40 hours (which would include occasional weekends). There may be more than 40 hours a week required in March, April, and December as the Run for L’Arche/L’Arche Art Gala with L’Arche requires extended hours. There may be fundraising events that may require more than 40 hours per week.

3. Accountability

The Fundraising Coordinator is accountable to the Community Leader/Executive Director.

4. Fundamental Expectations 
4.1 Commitment to the Vision and Mission of L’Arche as outlined in the International Charter of L’Arche, the Identity and Mission Statement of L’Arche International, The Key Elements of a L’Arche Community, and the Mission and Mandate of L’Arche Calgary.  Full support of the goals of L’Arche and of the activities facilitating the achievement of these goals is expected.

4.2 Commitment to be in relationship with community members, participants, and personnel.
4.3 Experience and knowledge with the proven ability within a wide range of fundraising activities which would include special events. 
4.4 Experience, knowledge and proven ability in management and leadership skills.
4.5 Excellent written and oral communication skills as well as professional presentation skills. 
4.6 Strong computer skills must be familiar with Microsoft Office Suite. 
5. Responsibilities 
Administration
5.1 Collaborate with the Community Leader/Executive Director, the Board of Directors, the Leadership Team of L’Arche Calgary and/or other personnel as required. 

5.2 Participate in strategic planning, operational planning, and the budgeting process.

5.3 Prepare and provide monthly progress reports to the Executive Director and Property and Finance Committee.

5.4 Provide leadership and supervision to the Communication Assistant. 
5.5 Chairing monthly Committee. 

5.6 Planning/organizing the Annual Run for L’Arche in conjunction with the Run for L’Arche Committee.

5.7 Perform other duties as assigned 

Fundraising
5.8 Create and implement a multi year Fundraising plan that increases revenues and awareness to support the strategic direction and mandate of L’Arche Calgary which includes the following activities:

· Identify and cultivate corporate, community and individual donors with special attention paid to major gifts

· Grow the annual giving program, including mail campaigns, digital Develop and manage timelines for various fundraising activities to ensure strategic plans and critical fundraising processes are carried out.

5.9 Monitor and evaluate all fundraising activities to ensure that the fundraising goals are being achieved. 

5.10 Monitor trends in Canada, Alberta, the Calgary Region, and the local community and adapt fundraising strategies as necessary.

General
5.11 Other duties consistent with the skills and responsibilities identified in the role description. 
6. 
Skills to Be Demonstrated

6.1 Ability to articulate the mission of L’Arche and the specific resource needs of L’Arche Calgary.

6.2 Creativity and a strong entrepreneurial spirit.
6.3 Ability to work positively and effectively in a team environment.
6.4 Ability to provide leadership and management in the and implementation of fundraising programs. 

6.5 Ability to work with a Board of Directors and Committee to implement fundraising initiatives.

6.6 Ability to identify, cultivate, and nurture donors.

6.7 Understanding of communications, marketing, and public relations as they relate to supporting effective fundraising.

7. Qualifications and Experience

7.1 Commitment and ability to understand and articulate the mission and vision of L’Arche.
7.2 Proven ability to lead, develop and implement fundraising initiatives.
7.3 Demonstrated knowledge and skill in developing donor relationships with foundations, service organizations, corporations, and individuals
7.4 Demonstrated knowledge and skill in developing and implementing public relations, communications, and marketing strategies.
7.5 Strong written and verbal presentation and communication skills.
7.6 Excellent demonstrated interpersonal and relationship skills.
7.7 Competence in Microsoft Office Suite and Internet. 

7.8      Satisfactory Police Information Check.
8 Authority

The Fundraising Coordinator has the authority to carry out all responsibilities as outlined within the Role Description.
9.
Evaluation
The Community Leader/Executive Director evaluates the Fundraising Coordinator at least annually.
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