
 

5111 – 47 Street N.E.  Calgary, 
Alberta T3J 3R2 
CalgaryPoliceFoundation.ca 

 
Job Title:  SENIOR COORDINATOR, STAKEHOLDER RELATIONS 
 
Reports To: Director of Resource Development 
 
Location: 5111 – 47 Street N.E., Calgary, Alberta 
 
Hours:  Monday to Friday, 40 hours per week with ability to work weekends and evenings 

as required 
 
Posted: November 30, 2018 
Closing: December 16, 2018, 4:00 pm 
 
To Apply: Send covering letter and resume to Barbara Pohl, Director of Resource 

Development at bpohl@calgarypolice.ca.  Only those candidates invited to 
interview will be contacted.  References will be required for all interviewees. 
 

Who You Are 
You are known as a busy person who gets things done.  You have a sense of urgency with your 
projects.  You are an experienced event planner and manager, and know how to keep track of 
spreadsheets full of details.  Your lists even have lists.  You can talk to anyone and can promote 
new opportunities.  If this sounds like you, please keep reading! 
 
Who We Are 
The Calgary Police Foundation (CPF) is a small but mighty team that partners exclusively with 
the Calgary Police Service (CPS) to support vulnerable youth in Calgary.  The Foundation does 
this by raising $2M annually, which in turn funds six youth-based programs that see youth 
matched with Police Officers, health care professionals, teachers, and others. The CPF is making 
a real difference in the lives of thousands of young people every year to help them avoid a life of 
crime, or become a young victim of it.  The CPF builds resiliency in kids.   
 
Job Summary 
Reporting to the Director, Resource Development, the Senior Coordinator, Stakeholder Relations 
is responsible for management of the third-party events portfolio with accountability for 
prospecting, development, growth, and stewardship of existing and new opportunities. This 
includes supporting the most successful outcome by determining the appropriate amount of CPF 
resources that will be dedicated to the event.  Attendance is required at third-party events, many 
taking place in the evening and on weekends. 
The position coordinates CPF’s partner events currently including the Calgary Police Half 
Marathon and the Canine Unit calendar sales.  In 2019, the CPF will be introducing two new large-
scale signature events that this position will plan and execute.  The position also leads the 
Volunteer Program at CPF. 
This is an ideal role for an individual whose event planning experience is complemented by project 
management and fund development. 
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Responsibilities 
• All aspects of:  

o third party events; 
o partnership events excluding sponsorships; 
o fundraising campaigns; 
o signature events excluding sponsorships; 
o the volunteer program. 

• Plan, market, execute, and evaluate an event portfolio including signature events, sales 
campaigns, and third-party fundraisers. 

• Attract and retain donors within the third party and partnership portfolio, with a focus on 
meeting/surpassing financial objectives through an appropriate balance of resources and 
support. 

• Responsible for managing and cultivating all third party and key partnership event 
accounts.   

• Coordination of partnership campaigns such as the Calgary Police Half Marathon and the 
Canine Unit Calendar sales. 

• Prospect third party events and offer potential donors advice and support.  
• Identify, nurture, and grow new business opportunities and current funding sources and 

relationships through prospect research and cultivation. 
• Integrate Community Investment into other fundraising channels in order to maximize 

donor opportunities and experience. 
• Work with the Resource Development and Communications teams, Executive Director, 

volunteers, and CPF Ambassador families to coordinate and execute event and campaign 
activities. 

• Maintain a positive and professional image; remain diplomatic and tactful at all times with 
an understanding of confidentiality in dealing with a variety of issues, stakeholders, and 
donors. 

• Coordinate CPF’s volunteer program. 
• Other duties as assigned. 

Skills and Qualifications 
• Post-Secondary degree with a specialization in fund development, communication, 

business, not-for-profit management or other relevant area; suitable combinations of 
education and experience will be considered.  

• Direct experience in planning and executing large multi-layered events. 
• Minimum of five years of fund development and event management experience; previous 

experience with third party events an asset. 
• Sound knowledge of fund development practices, as well as proper etiquette and protocol 

for event planning and execution. 
• Ability to coordinate budgets, develop and maintain correspondence, financial records, 

statistical reports, records, and evaluations. 
• Well-established project management skills with the ability to manage multiple demands 

and resolve issues in a dynamic and time-sensitive environment. 
• Outstanding organizational skills and attention to detail. 
• Highly self-motivated; take initiative, ask questions and see tasks through to completion. 
• Dependable, professional, resourceful, and must possess excellent team and 

interpersonal skills. 
• Proven ability to engage community stakeholders to establish and maintain effective 

working relationships with internal and external contacts. 
• Intermediate level proficiency in Microsoft Office including Outlook, Excel, and Word. 
• A valid Class 5 Driver’s License (or provincial equivalent) and use of a personal vehicle 

for business purposes. 


