
Key Accountabilities:  
Reporting to the Vice President, Development, The Development Manager, Advancement is 

responsible for donor/sponsor information management, including prospect and donor/sponsor 

analysis, data input and extraction, gift processing, financial reporting and donor relations programming 

and event management. You will serve as the primary source of donor/sponsor information, being 

particularly mindful of maintaining the integrity and confidentiality of all donor/sponsor data. The 

Development Manager, Advancement will maintain a high level of accuracy and attention to detail and 

will cultivate a strong base of knowledge in the areas of Tessitura CRM functionality, fundraising 

protocols and industry best practices. You will be the Development Office lead with other Depts., more 

specifically IT, Finance and Guest Relations and will directly supervise staff related to the principal 

functions of the Advancement team. 

What You Will Do as the Development Manager, Advancement: 

 Manage Tessitura including ensuring the accuracy, integrity and privacy of the database as well
as training for the Development staff.

 Ensure gift processing and receipting is accurate and meets all legal requirements set by Canada
Revenue Agency

 Process donations and ensure tax receipts and acknowledgment letters are done promptly

 Set up and maintain development campaigns, funds, appeals and plans to track donor/sponsor
cultivation, solicitation and stewardship efforts.

 Coordinate with IT, Finance and Guest Relations to ensure online, and gate donation processes
meet the needs of the zoo

 Create and update policies and procedures manuals for gift processing and database
administration as appropriate

 Safeguard the confidentiality of donor information at all times

 Create mailing lists for solicitations, invitations, special events, and annual report

 Report and monitor key financial and performance metrics of the development department

 Manage current subscriptions and identify new sources of technology, resources and practices
to assist the development team

 Provide technical leadership for staff concerning Tessitura, iWave, and other programs.

 Expert in Charitable Revenue Act guidelines and makes recommendations to Development,
Finance, and other departments concerning fundraising practices, fund disbursement to
external organizations, and confidentiality. Failure to do so could result in the revocation of the
Zoo's charitable status.

 Provide oversite to the Donor Relations program and event management for the Development
team.

 Directly supervise staff responsible for the various Advancement functions.

What You Will Bring: 

 Post-Secondary Degree in a related field

 Minimum of  five years’ experience and a proven record of success  in donor/sponsor
information management

 APRA membership an asset

 Extensive working knowledge of donor databases

 Good understanding of the fund development process



 In-depth knowledge of Canada Revenue Agency regulations

 Knowledge of privacy legislation

 Excellent written and oral communication skills

 Expert knowledge in a variety of computer programs including Microsoft Office Suite

 Strong interpersonal skills, including the ability to communicate professionally,

effectively and discreetly with colleagues, donors, volunteers and other zoo staff.

 Experience supervising staff

Working Condition: 

 On occasion, some lifting and moving of objects as required

 Sitting at a desk for long periods

 Using a computer for long periods

The Calgary Zoo is an outdoor facility and all staff working at the zoo must be comfortable working in a 

large variety of outdoor conditions. The Calgary Zoo follows the advice of Environment Canada when 

responding to temperature and air quality issues.   

 What the Zoo has to offer: 

 Competitive compensation
 Flexible benefits plan, including a health spending account
 Employer Matching RRSP program
 Competitive vacation and flex days entitlement
 Discounts on food, beverage, and merchandise
 A complimentary annual pass for you and your immediate family members
 A fun work environment and the opportunity to work in a park full of wild animals

Are you ready to join one of Canada’s leaders in wildlife conservation? 

If this position suits your skills, experience and personal attributes, we want to talk to you! 

Apply by doing the following: 

Spend 1 minute watching this video about the conservation work being done at the zoo: 
https://www.youtube.com/watch?v=rjBdwSow0hY 
Submit your resume with a cover letter via our online application system. Applicants must be legally 
entitled to work in Canada. 

Applications are due no later than  May 17, 2019. 

All applicants are thanked in advance and advised that only those individuals selected for interviews will 
be contacted.  NO PHONE INQUIRIES PLEASE 

https://www.calgaryzoo.com/zoo-careers
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