
 

Job Posting 
#19.28 Donor Relations Officer 

Full Time/Part Time hours available 
94 Talcott Road 

 
  

This posting is open to all qualified applicants. 
 

Our Place Society (OPS) is an organization with Christian values and principles. We 
work as a Team to create a nurturing atmosphere of home and family, where all are 
welcomed. A team approach is critical to living out our mission and values and to 
directing our work. 
 
Position Overview: 
 
The Donor Relations Officer will be a warm, engaging and experienced relationship 
builder who will add resources to Our Place Society’s services for people in need by 
coordinating a wide range of tasks in two key areas: 

 Mid-Level Giving program: cultivating, renewing and upgrading interest and 
commitments of existing monthly donors and other supporters who provide gifts 
over $500 to $5,000.  

 Stewardship and Recognition: coordinating the recognition and stewardship 
programs of donors through planned stewardship reports, the Circle of Love 
monthly donor program, one major donor’s event and monthly engagement 
touchpoints such as tours and lunches, as detailed below.  

 
Duties and Responsibilities: 
 
Stewardship:  

 Design and coordinate annual donor acknowledgement, recognition and 
stewardship plans for all donors: thank you calls by volunteers, various letter 
templates for segmented receipting, Circle of Love monthly donor activities and 
other engagement opportunities and events that emerge 

 Create stewardship and impact reports for sharing results of campaign appeals 
and special projects on a quarterly basis and several as needed for major donors 
and sponsors  

 Plan and host donor tours and/or meals at 919 Pandora, the TRC and Next 
Steps sites. 

 Plan and assist with execution of one donor appreciation event annually with 
support from the Special Events and Corporate Giving Officer 



  

Mid Level Donor Program: 
 Work with Development team to integrate middle donor appeals strategies with 

direct mail, email and outreach, for retaining and upgrading donors.  
 Submit proactive research requests to the Database Administrator to qualify 

potential middle and major gift opportunities from middle gift donors. 
 Cultivate relationships with 50 qualified middle donors with the capacity to make 

larger gifts up to $5,000 for personalized solicitation and stewardship 
 Maintain donor records and proposals up to date in our database.  
 Monitor and report on KPIS for the middle donor program and set measurable 

goals and outcomes for growth in the program year over year.  
 
Education and Qualifications: 
 
Education and Experience: 

 A minimum of 2 years experience in a charitable organization.  
 Post-secondary education in business, communication, public relations or 

fundraising desirable 
 Experience face-to-face with customers/donors/volunteers 
 

Skills and Abilities: 
 Experience in donor relations or customer service 
 Genuine interest in people and poverty-alleviation; alignment of values with the 

OPS values of bringing hope and belonging to vulnerable people 
 A high level of attention to detail is required  
 Ability to work independently and collaborate as part of team 
 Demonstrated interpersonal, verbal and written communication skills  
 Proficiency in Microsoft Office and social media applications  
 Experience with Raiser’s Edge or another CRM preferred 
 Experience with vulnerable citizens a plus 
 Local knowledge of the community, as well as issues and programs related to 

mental health, addictions, and poverty-reduction a definite asset 
 
Compensation/Working Conditions:  

 
Salary: Competitive salary offered and is negotiable - based on qualifications. 
Hours of Work:  Full or part time hours - occasional evening or weekend work as 
required for special events. 
Benefits: Excellent employee benefits package available after 90 day probation 
period depending on eligibility (minimum 20 hours per week). 

  
Qualified candidates are invited to submit a covering letter and resume detailing their 
related background, experience and qualifications by 4:30 p.m. June 28, 2019 to 
careers@ourplacesociety.com or drop off to Our Place Society, Attention: Marion 
Hoadley, Human Resources Manager, 919 Pandora Avenue, Victoria, B.C. V8V 3P4. 
Please quote “#19.28 Donor Relations Officer” in the subject line. 


