
FULL TIME DEVELOPMENT OFFICER 

Apply: https://www.boysandgirlsclubsofcalgary.ca/careers/
Position Summary:   
Reporting to the Director of Fund Development, the Development Officer is responsible for working 
with donors, corporate partners and grantors through all stages of the donor cycle. This fundraising 
professional is passionate about enabling remarkable programs for young people through the support 
of the philanthropic community. This individual is focused on identifying and fostering long-term 
engagement with a broad portfolio of individuals and organizations and ensuring those partners build 
meaningful connections with the organization. Working as part of a growing team, this position is 
responsible for identifying, cultivating requesting support and stewarding donors to meet annual 
fundraising targets. Working through in-person contacts, written proposals, presentations and grant 
applications, this intuitive individual is an exceptional listener, communicator and writer.   

Duties and Responsibilities:  
Donor Focus    

 Builds and stewards strong relationships with donors, corporate partners, grantors and internal 
stakeholders.

 Always ensures professional and timely communication and follow-up with donors.

 Works to connect donors into Boys & Girls Clubs via compelling written proposals and 
presentations, storytelling, tours, impact reporting and events.

 Demonstrates gratitude, creativity and respect in all donor interactions.

Ensures Accountability  

 Holds self and team accountable to meet commitments and acts with a clear sense of ownership.

 Seeks clarification of duties, follows through on commitments and project deadlines and results
monitoring.

 Takes personal responsibility for decisions, actions and learning opportunities.

 Actively participates in department and agency meetings and events.

 Keeps current on industry trends and looks for opportunities to expand knowledge of the
department through training and workshops.

 Provides timely and helpful information to improve Fund Development processes and procedures.

Demonstrates Self-Awareness 

 Proactively seeks and accepts feedback.

 Uses a combination of feedback and reflection to gain insight into personal strengths and areas to
develop.

 Rebounds from setbacks and adversity when facing difficult situations.

 Reflects on activities and impact on others.

Action Oriented  

 Manages a portfolio of new and existing prospects and donors, including individuals, corporations,
service clubs, lottery grants, foundations and granting agencies through all stages of the donor cycle,
from identification to solicitation to stewardship in support of Boys and Girls Clubs of Calgary.

 Commitment to building relationships with donors, seeking out new supporters and finding the right
fit between organizational needs and donor interests to further our mission.

 Maintain detailed, accurate and up-to-date records in Raiser’s Edge to manage all activities related
to the donor cycle.
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 Liaise with internal colleagues to ensure program information, donor opportunities are thoughtfully 
and accurately articulated and disseminated.    

 Engages select groups of volunteers throughout the year to support agency fundraising targets and 
capital needs in a meaningful way, ensuring that projects/activities align with organizational needs 
and the donors’ interests.    

 Takes initiative to identify, plan and lead special projects related to donor engagement, stewardship, 
appeal development etc.    

 
Interpersonal Savvy    

 Relates openly and comfortably with diverse groups of people across all levels and functions.   

 Builds rapport with internal and external stakeholders in an open, friendly and embracing way.    
 
We Offer: 

 Fun and energetic work environment filled with creative, compassionate, open minded people.  

 A fantastic total compensation package including immediate benefits for all full time and some part 
time positions.  

 Great support for work-life balance and flexibility in the workplace. 

 The opportunity to professionally develop your skills and coach others. 

 The opportunity to work in an agency that has incredible impact in communities in Calgary and 
surrounding area. 

 BGCC is committed to creating a diverse environment and is proud to be an equal opportunity 
employer. 

 
You Offer: 

 Diploma or degree in communications, arts, sales, social sciences, non-profit leadership or related 
field.   

 2-4 years’ experience working in a fundraising or development role.   

 AFP membership and/or CFRE designations are considered an asset.   

 Confident donor-centered communicator with excellent writing skills (Please include relevant 
writing samples with your application).   

 A team player with excellent interpersonal, communications and networking skills.   

 Able to work independently.   

 Strong organization and problem-solving skills, with a high degree of initiative and professionalism.   

 Ability to manage multiple projects and respond positively to change.   

 Proficiency with Raiser’s Edge and MS Office Suite is essential. Experience with research databases 
and digital fundraising tools considered an asset.   

 Exceptional knowledge of Canada Revenue Agency gift and tax receipting regulations.   

 Ability to work occasional evening and/or weekend events.    

 Proven experience writing successful proposals and effectively building relationships with donors 
and grantors at gift levels greater than $10,000.   

 An understanding of the difference between philanthropy and sponsorship.   

 Clear Criminal Record Check (with vulnerable sector search) and clear intervention Record Check *If 
you have these checks done but they were not completed within the last 6 months, they will be 
completed upon hire* 


