
 

Development Coordinator - Maternity Leave Replacement – 16 months 

TOGETHER WE CAN DO MORE 

The Rideau Hall Foundation (RHF) is an independent and non-political charitable organization 
established to amplify the impact of the office of the Governor General as a central institution of Canadian 
democracy, and to better serve Canadians through a range of initiatives linked to learning, leadership, 
giving and innovation. 

Today the RHF has become a nation-building charity: a catalytic platform to connect people, causes and 
organizations which – while they will exist for differing purposes – share a common belief in and 
commitment to the potential of Canada. 

The RHF serves to shine a light on Canadian excellence, and to create the conditions for more 
Canadians to succeed and to thrive. 

Reporting to the Director, Development, as well as working closely with other RHF colleagues, the 
Development Coordinator will implement a range of donor relations functions particularly in support of gift 
administration, donor recognition, donor stewardship, and other day-to-day development operations. 

KEY AREAS OF RESPONSIBILITY 

Reporting to the Director, Development, the Development Coordinator is responsible for providing support 
and coordination for development activities and donations administration, including data entry and the 
implementation of a variety of donor relations activities.  

Responsibilities 

• Working closely with the Director, Development and other Foundation colleagues, participate in 
the development of donor recognition strategies and stewardship plans for major donors, partners 
and stakeholders. 

• Prepare donor correspondence, pledge reminders, gift acknowledgement letters, briefing 
materials, and project and program profiles for the suite of RHF initiatives. 

• Coordinate and implement the overall donor recognition strategy and plans, including policies and 
procedures for donor relations, gift administration, gift acknowledgements and recognition 
activities; work directly with major gift donors as required. 

• Maintain the donor database (Raiser’s Edge) using best practices and procedures for data entry 
and record keeping. 

• Assure the timely and accurate entry of gifts and pledges into the donor database, as well as the 
preparation of receipts and pledge payment reminders. 

• Generate reports from the donor database and prepare reports on Development activities as 
needed. 

• Collaborate with the Communications team members regarding internal and external publicity, 
news releases, web updates and newsletter stories relating to donors. 

• Provide support in the coordination of stewardship communications with major donors and 
partners regarding the impact of their philanthropy, use of funds, and periodic updates on news 
and events at the RHF. 



• Coordinate stewardship contacts and meetings with the appropriate leaders from the Rideau Hall 
Foundation, Board members and/or or other volunteers as required. 

• Manage the distribution of donor reports and other mailings such as newsletters and invitations to 
special activities and events. 

• Coordinate special recognition activities and events as required. 
• Contribute to the development of the budgets for the recognition and stewardship programs and 

operate within budget, closely monitoring expenses pertaining to the recognition and stewardship 
programs. 

• Maintain a Donor Relations filing system, ensuring that all pertinent correspondence and 
documentation are appropriately filed, and key information is recorded in the donor database. 

• Provide coordination support on additional development projects as determined by the Director, 
Development.  

QUALIFICATIONS AND COMPETENCIES 

• 3+ years of successful experience in a high activity charitable/non-profit environment. 
• Knowledge of the Canadian charitable, philanthropic and not-for-profit sector. Knowledge of the 

corporate sector an asset.  
• Ability to operate and thrive in a collaborative environment as well as to work independently with 

demonstrated flexibility and initiative.  
• Excellent interpersonal, verbal and written communication skills in English; bilingualism an asset. 
• Demonstrated related experience in development, donor relations, advancement services, 

fundraising and/or associated fields. 
• Demonstrated knowledge and ability in the areas of gift administration, donor recognition and 

donor stewardship. 
• Proven skills and ability to manage multi-phase projects from inception to completion. 
• Proficiency with donor databases and data entry; knowledge of Raiser’s Edge specifically.  
• Detail-oriented, well-organized, focused, with initiative, passion, and energy. 
• Demonstrated ability to interact comfortably, tactfully, and effectively with donors, varied internal 

and external constituencies, and a wide range of stakeholders. 
• Adept at problem solving and excellent judgement in situations requiring initiative and tact. 
• Excellent abilities with MS Office including Word, Excel, PowerPoint and Outlook. 
• A relevant post-secondary degree or a combination of relevant training, education and 

experience.  

WORKING CONDITIONS 

• Flexibility to work select evenings and weekends as required and possible travel (currently 
disrupted due to COVID-19) across Canada. 

Anticipated Hiring Range: $54 000 - $63 000. 

Candidate must successfully pass all required security clearances. 

Please submit your resume and covering letter to the following address by November 2, 2020: 
KathyBedard@McConnellHRC.com. 

We thank all candidates for their interest; however only those selected for an interview will be contacted. 
 
The RHF welcomes and encourages applications from people with disabilities. Accommodations are 
available on request for candidates taking part in all aspects of the selection process. 
 


