Donor Relations Coordinator
Chance to Play Canada empowers Canadian donors through environmental sustainability that impacts children, families and communities to reach their full potential through soccer to overcome poverty and injustice.
The Donor Relations Coordinator helps to ensure donors carry out planned events and fundraisers in their community. 
The Donor Relations Coordinator’s key responsibilities would include:
· Support groups and/or individuals with their Clean Out Your Closet campaigns, community events and fundraisers that come from online inquiries.
· Cultivate and fulfill Clean Out Your Closet campaigns, community events, and fundraisers through communication, working with donors with questions, material, and other resources needed.
· Manage donor database including data entry, tracking donor contributions, ensuring accurate inputs, and thank you letters, newsletter updates, and generating statistical reports.
· Produce weekly and/or monthly financial reports for fundraising campaigns
· Coordinate volunteers for events with volunteer coordinator when needed.
· Support with the collaborative endeavors of the Executive Director and board as required.
Qualifications:
· Positive attitude and self-motivated work ethic
· Keen attention to detail and accuracy of information (written and numerical)
· Ability to plan and manage events and projects; assess priorities and multi-task
· Excellent verbal and written communication skills
· Ability to work collaboratively as part of a team, and independently on projects
· Proficiency with Excel and Word mail merges
· Aptitude for learning new technology and proficient with computer applications (Word, Excel, Outlook, MS Publisher)
· One to three years’ experience in, administration, event planning, and fundraising is an asset but not required.
This is a volunteer position with approximately 10-15 a week depending on the time of year.   
High School, college and university welcome to apply for volunteer hours.   


