
 

In our community on any given night, nearly 3,000 people need shelter; the reasons why are just as 
numerous. For more than 55 years, Calgary Drop-In & Rehab Centre (the DI) has delivered emergency 
shelter, health services, community resources and housing supports, to people either experiencing or at 
risk of homelessness. 
  
Continuing to lead within community and working in collaboration with local agencies, the DI is positioned 
to be the most effective shelter in North America. The DI is focused on helping people return to housing 
while continuing to provide necessary service. 
  
Whether housed or unhoused, the DI is open to care for our community’s most vulnerable and get them 
connected to housing. Rooted in community and fueled by kindness, the DI proudly serves as part of the 
Calgary Homeless Foundation’s Homeless-Serving System of Care. 
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SENIOR MANAGER, FUND DEVELOPMENT 
PERMANENT, FULL TIME 

 
 
Who Are You? 
 
Reporting to the Director, Development & Engagement, you will lead the DI’s Fund Development 
portfolio and team; this includes strategic and operational oversight of Fund Development, Corporate 
Relations, Grants Management and the Donor Database. Your leadership and planned approach coupled 
with a savvy strategic plan will further the realization of the DI’s vision, mission and strategic priorities – 
ideally, increasing philanthropic revenues, and providing a superior donor and corporate partner 
experience.  
 
The Senior Manager, Fund Development, will set the stage to create a shared understanding of the 
culture of philanthropy at the DI; meet revenue targets for philanthropic and granting revenues; build and 
execute fund development strategy for major gifts, corporate relations, and granting agencies.  You are a 
professional and experienced fundraiser, passionate about helping Calgarians who are experiencing 
homelessness, marginalization or extreme poverty. You are results oriented and have a positive outlook. 
 
Hours of Work 
 
Not less than 40 hours per rotation; with 5 days on and 2 days off. Some unusual hours may be required 
from time to time as the need arises. These hours may be altered at the discretion of management. 
 
The Job 

• Build and execute a comprehensive fund development plan 
• Establish and inform the DI Board’s fund development committee 
• Set fundraising priorities for approval of the DI leadership team and board of directors  



 

• Support the mission and priorities of DI leadership and the Development & Engagement Portfolio 
in a purposeful, integrated and measured way 

• Ensure financial, human and other resources allocated to Fund Development are appropriately 
co-ordinated and leveraged for consistency in messaging and relationship management and to 
minimize duplication 

• Break down silos to gain insight into the threads of stakeholder relationships throughout the 
organization 

• Build, maintain and continuously evaluate a plan and framework for the Fund Development 
portfolio (major gifts, corporate relations grants and database management) 

• Provide leadership, counsel, direction and support for Fund Development team members 
• Set strategy for the Fund Development portfolio as a whole and, more specifically, grant 

management within that portfolio 
• Build and maintain a comprehensive Fund Development Program, which includes data integrity 

and database management; prospect management, major gifts, sponsorship; donor recognition 
and stewardship program 

• Build and execute a proactive grants management program, driven by the needs of operations at 
the DI 

• Oversee the day-to-day activities involving all aspects of the fund development cycle, from 
identification to stewardship 

• Develop all supporting communications materials in collaboration with communications, as 
required 

• Build strong collaborative relationships internally across the organization and externally among 
partners 

• Set, meet and/or exceed annual fundraising targets 

Qualifications and Essential Skills  
 

• Minimum of 5 years of leadership in fund development experience 

• Proven skills and experience with strategic fund development planning, execution and evaluation. 

• Active in AFP or having your CFRE designation is an asset 

• Proven skills and experience managing donor relationships 

• Proficient in Raiser’s Edge 

• Knowledge of Donor Bill of Rights and Fundraising Code of Ethics required 

• Superior ability to develop and maintain relationships in the community 

• Grant writing/management experience 

• Able to work independently in a small, hands-on work environment 

• Experience with and comfort in public speaking and presenting 

• Experience in campaign management an asset 

• Energetic and self-directed, with effective time management and organizational skills including 
the ability to deal with multiple priorities at the same time 

• Strong strategically focused analytical skills, good common sense, and capacity to provide 
leadership 

• Well-developed interpersonal, conflict resolution and negotiating skills 

• Excellent communications skills, both verbal and written 



 

• Proficient in Office365 and Microsoft Office Suite 2016 

• Eager to learn new systems and adopt improved best practices 
 

 Working Conditions  

Staff may be exposed to emotionally disturbing events. Exposure to bodily fluids may occur.  
 
Why the DI? 
 
The DI aims to be an “Employer of Choice” and affords each employee an opportunity to help make a real 
difference in our community, and more importantly in the lives of less privileged people.  We take great 
care in hiring the right people who fit, and who share our outlook on the value of people. We believe in 
living our values in every word we speak and in every action we take, and we want people who 
understand this commitment. Our values form the cornerstone of our culture: 
 
RESPECT: Our actions honour the rights, differences, and dignity of others 
 
COMMUNITY: Through collaborative partnerships, we work together as a team, building inclusive 
communities 
 
KINDNESS: We accept each person’s uniqueness with compassion and empathy 
 
WELLNESS: We promote, provide and support holistic wellbeing 
 
ACCOUNTABILITY: We operate with transparency and integrity in both our relationships and our 
commitments.  
  
Some of the great benefits offered at the DI include paid vacation days, paid sick time, paid wellness days, 
long-term disability as well as accidental disability and death (AD&D). We also offer permanent, full-time 
employees agency-paid medical and dental benefits for themselves and their family*.  
 
* Benefits are based on employment type and usually available once probation has cleared. If you are successful in obtaining employment with the 
DI, Human Resources will discuss your eligibility for benefits with you.  

 
_____________________________________________________ 
Employee (Print Name) 

_____________________________________________________ 
Employee (Signature) 

____________________________ 
Date 

 


