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 Fundraising and 

Development Coordinator 

Posted: 15 February 2024  Closing: 29 February 2024  
 

 

 

 
 
 
 
 
 
 

Position: Fundraising and Development Coordinator Start date: as soon as possible   
Location: Calgary Salary: commensurate with experience   
Duration: permanent full time  Responsible To: Community Leader/Executive Director 

 

The Fundraising and Development 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.  
 

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.  
 

MAJOR DUTIES AND RESPONSIBILITIES 

• Collaborate with the Community Leader/Executive Director, the Board of Directors, the Leadership Team of L’Arche 
Calgary and/or other personnel as required.  

• Participate in strategic planning, operational planning, and the budgeting process.  
• Prepare and provide monthly progress reports to the Executive Director and Property and Finance Committee.  

• Develop policies and guidelines with the Leadership Team which reflect ethical fundraising practices.  

• Provide leadership and supervision to the Communication Assistant.  
• Chairing monthly Development Committee.  

• Collect and manage information regarding donors, including acknowledgements and cultivating relationships with 
loyal and potential donors. 

• Planning/organizing the Annual Run for L’Arche in conjunction with the Run for L’Arche Committee.  
• Create and implement a multi-year Development plan that increases revenues and awareness to support the strategic 

direction and mandate of L’Arche Calgary. 

• Implement the Development plan in accordance with ethical fundraising principles.  

• Develop and manage timelines for various fundraising activities to ensure strategic plans and critical fundraising 
processes are conducted. 

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

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

• Oversee the administration of the donor mailing list(s) and database, respecting the privacy and confidentiality of 
donor information. 

• In conjunction with the Director of Finance, oversee the receipting process, including in-kind donations and related 
receipts. 

 

QUALIFICATIONS/EXPECTATIONS 

• Commitment and ability to understand and articulate the mission and vision of L’Arche.  
• Ability to lead, develop and implement fundraising initiatives. 

• Demonstrated knowledge and skill in developing donor relationships with foundations, service organizations, 
corporations, and individuals. 

• Knowledge and experience in the full fund Development mix, including annual giving, events, major gifts, grants, and 
planned giving. 

At L’Arche, people with and without intellectual disabilities live, work, and learn together creating communities of 
friendship and belonging. We foster mutual relationships, celebrate the unique value of every person, and strive for a 

world where everyone can belong and contribute.  

 

 



 

WE THANK ALL WHO APPLY. HOWEVER, ONLY THOSE SELECTED FOR AN INTERVIEW WILL BE CONTACTED.  
THE POSITION WILL BE FILLED AS SOON AS A SUITABLE CANDIDATE IS FOUND.  

 
 

• Proven history in Major Gift fundraising 
• Demonstrated knowledge and skill in developing and implementing public relations, communications, and marketing 

strategies. 

• Experience in fundraising for capital projects is an asset. 
• Strong written and verbal presentation and communication skills. 

• Excellent interpersonal and relationship skills. 

• Minimum of 5 years working experience in the field of fund Development in the voluntary sector.  

• Undergraduate degree and certification in fund Development and/or marketing preferred.  
• Current member of the Association of Fundraising Professionals. 

• Competence in Microsoft Office Suite and Internet.  

• Intermediate to advanced understanding of a donor management database; experience using fundraising software is 
an asset. 

• Clear police check including vulnerable sector screening. 
Particulars  

 40 hours per week   Vacation per L’Arche Calgary Policy  
 Benefit package  Personal and professional development opportunities 

 

For those interested, please visit our website to see the role description www.larchecalgary.org . Applicants are to 

submit a COVER LETTER, RÉSUMÉ, AND SALARY EXPECTATIONS NO LATER THAN 29 FEBRUARY 2024, NOON, 

TO  
 

https://recruiting.ultipro.ca/LAR5000LCHC/JobBoard/eb8d0b41-ec82-4e0e-9494-
3493c780dd62/Opportunity/OpportunityDetail?opportunityId=4a1cb399-e0de-4d6a-842f-8c899474e3e1 
 

or to  
Annamarie Bollmann 

abollmann@larchecalgary.org  

 

 

 

http://www.larchecalgary.org/
https://urldefense.proofpoint.com/v2/url?u=https-3A__recruiting.ultipro.ca_LAR5000LCHC_JobBoard_eb8d0b41-2Dec82-2D4e0e-2D9494-2D3493c780dd62_Opportunity_OpportunityDetail-3FopportunityId-3D4a1cb399-2De0de-2D4d6a-2D842f-2D8c899474e3e1&d=DwMFAg&c=euGZstcaTDllvimEN8b7jXrwqOf-v5A_CdpgnVfiiMM&r=K3-HM8Y9tpMlTfNlHy2Xv45Y9DhFfp_iWhy7wqum1-M&m=8d1-hPld6hy4a8Nn7wn8yLxkaw1H07ISo34EeoPHGqpFeUBS6JswqlejFeuAQmbD&s=4qt67bY0hV6ZmEGqeb0p4sE1p7lIz0xRj33Ls4OBqG0&e=
https://urldefense.proofpoint.com/v2/url?u=https-3A__recruiting.ultipro.ca_LAR5000LCHC_JobBoard_eb8d0b41-2Dec82-2D4e0e-2D9494-2D3493c780dd62_Opportunity_OpportunityDetail-3FopportunityId-3D4a1cb399-2De0de-2D4d6a-2D842f-2D8c899474e3e1&d=DwMFAg&c=euGZstcaTDllvimEN8b7jXrwqOf-v5A_CdpgnVfiiMM&r=K3-HM8Y9tpMlTfNlHy2Xv45Y9DhFfp_iWhy7wqum1-M&m=8d1-hPld6hy4a8Nn7wn8yLxkaw1H07ISo34EeoPHGqpFeUBS6JswqlejFeuAQmbD&s=4qt67bY0hV6ZmEGqeb0p4sE1p7lIz0xRj33Ls4OBqG0&e=
mailto:abollmann@larchecalgary.org

