
Position: Development Coordinator for Science and Engineering 
Company: University of Victoria 
Posted On: September 12, 2018 
Closing On: September 26, 2018 
 
 
About this Opportunity 

Have great communications and organizational skills? Curious about what motivates people to give back 
to their community?  Want to explore a new career path?  Join the growing Alumni & Development 
team at The University of Victoria as we expand to implement a five-year plan to grow our fundraising 
program from an average of $15 million per year to $25 million.  

We are currently exploring new, exciting directions in Alumni & Development at UVic and have an 
immediate opening for a Coordinator to support the team in our Science and Engineering faculties.   

UVic has been chosen as one of BC’s top employers and one of Canada’s best diversity employers. 
Together we are more than 5,000 dedicated faculty, librarians and staff supporting the University of 
Victoria’s diverse academic programs, world-class research and commitment to civic engagement. 

Alumni & Development is the division of the university responsible for creating strong relationships and 
building philanthropic commitment between the University of Victoria and its alumni and friends, 
promoting the UVic Edge, which is a combination of dynamic learning, vital impact and an extraordinary 
academic environment that can’t be found anywhere else. 

 
The university's Alumni and Development team works in and with faculties and departments to identify 
opportunities where donors can be instrumental to enhancing the university's programs, research and 
student support. An opportunity is available for someone interested in learning about fundraising 
campaigns and alumni relations to take responsibility for projects aimed at building our donations:  
  

 researching donors and prospects, 
 drafting and editing correspondence, and other communication pieces; conducting preliminary 

research on prospective funding sources and implementing stewardship activities; 
 operations and project management; 
 related administration, including scheduling meetings and calendars, and maintaining and 

updating confidential files and information systems; 
 liaising with student leaders who raise funds on behalf of student clubs and initiatives; 
 some organization of special events; and 
 liaising with Central Development.  

  

Job Summary 

Jointly reporting to the Director of Fund Development and to the team of alumni and development 
officers, and adhering to national standards of ethical fundraising, the Development Coordinator for 



Science and Engineering works collaboratively with the team of four as they identify prospects and 
donors, sponsorship and planned giving opportunities. 

 
Job Requirements 

The successful candidate will have a Bachelor’s degree and at least three years’ of related experience. 
An equivalent combination of training, education and/or experience may be considered. 

Requires understanding and knowledge of the relevant communities of the assigned portfolio along with 
an aptitude for knowledge sharing and continuous learning gained through the establishment of strong 
connections across diverse, relevant networks. 

Preference will be given to work experience gained in an academic environment and/or to a background 
in STEM (science, technology, engineering and math) and/or to applicants holding direct fundraising 
experience. 

In addition, it requires the following abilities: 

 Work and communicate effectively orally and in writing, with tact and diplomacy, with a variety 
of internal and external contacts; 

 Effectively administer, organize, plan and manage time; 
 Use sound judgment in the wording and the inclusion of pertinent and sensitive information 
 Maintain confidential information; 
 Adhere to national standards of ethical fundraising, best practice, policies and related guidelines 

 
 
For more details and to apply click here: https://uvic.mua.hrdepartment.com/hr/ats/Posting/view/4229 
 
 


