
 

 

Title: Development Officer 
Location: Comox Valley 

Department: Office of Advancement 

Posting Number: 101744 

Closing Date: Open Until Filled 

Status: Admin-Temporary   

 

Position Summary:  
 
Under direction from the Vice President Strategic Initiatives (VPSI) and reporting to the Manager, Office 
of Advancement, the Development Officer is the primary donor relations contact for the NIC Foundation 
and North Island College. The Development Officer engages individuals, corporations, local business, 
community organizations, and industry partners to raise awareness and solicit financial support for NIC 
and NIC Foundation strategic priorities. The Development Officer contributes to fundraising strategy, 
develops tailored giving opportunities, and ensures that proper stewardship takes place following a gift to 
maintain a donor's involvement, interest, and ongoing financial support. This role also supports a broad 
range of organizational goals by aligning fundraising strategies with the North Island College's strategic 
plan and growth initiatives. 
 
Position Competencies: 
 
Creates a positive climate and culture  
Effective communication skills  
Effectively develops goals and objectives  
Focuses effectively on key results and priorities  
Demonstrates a focus on continuous improvement  
Interpersonal effectiveness  
Team leadership  
Developing others  
Championing and adapting to change  
 
Duties and Responsibilities: 
 
1. Represent North Island College and the NIC Foundation in a professional, credible and compelling 
manner when meeting with prospective and current donors, which includes high net worth individuals, 
senior level business executives and community leaders. 
2. Develop standard and tailored proposals of NIC giving opportunities for donors to grow planned giving, 
annual giving and endowment revenue toward scholarships, bursaries, classroom equipment and capital 
projects. 
3. Participate with the VPSI and as a member of the Office of Advancement team in the planning of short-
term and long-term strategies that maximize major giving opportunities at NIC. 
4. Execute new and existing fundraising initiatives, campaigns and giving programs such as Major Gift 
and Planned Giving programs. 



5. Provide exemplary customer service and carefully manage donor expectations, taking action to 
address complex requests within established procedures. 
6. In collaboration with the VPSI, develop, research and maintain a portfolio of donor prospects assessed 
as having the ability or potential to make gifts over $50,000. 
7. Prepare written materials and reports associated with the management of donors and prospects such 
as Fund Terms of Reference, Endowment agreements and Award outcomes report.  
8. Contribute to the development and improvement of operational procedures, guidelines and forms that 
improve fundraising best practices, teamwork and service to donors. 
9. Maximize the use of the CRM database; maintain accurate records of donors, donor/prospect meetings 
and track activities weekly. Monitor data quality and integrity. 
10. Plan, schedule and oversee all annual donor communications, including Awards program 
correspondence, wrap up reporting and recognition, endowment statement distribution and newsletters. 
11. Oversee the management and stewardship of more than 200 active donor and prospect accounts; 
build well-tended, long-term relationships by allocating 30% work time toward donor outreach and in-
person visits. 
12. Ensure all gifts, including cash, gifts-in-kind, sponsorships and pledges, are accurately documented, 
processed and receipts issued in a timely manner. 
13. Work collaboratively with the Awards Advisor to oversee and ensure that the NIC Foundation Awards 
program delivery is timely and in accordance with the intent of each participating donor; provide guidance 
to resolve problems, report and address delays should they occur. 
14. Increase North Island College's internal awareness and involvement in the VPSI Division's fundraising 
initiatives and strategies. 
15. Support external third party fundraising initiatives and the internal NIC community by lending expertise 
and tools to promote fundraising best practices and support consistency. 
16. Serve as lead in the development and direction of donor recognition and fundraising events, including 
the annual NIC Foundation Awards receptions and ensure a high-quality donor experience. 
17. Provide leadership for the NIC Foundation Awards Selection Committee, facilitating the group and 
ensuring the allocation of donor-funded awards is in accordance with donor intent and current selection 
policies. 
18. Ensure that gift acknowledgement and donor recognition are conducted in a timely and impactful way. 
19. Collaborate with the Marketing and Communications department to plan, develop and draft content for 
media and communication materials that support fundraising initiatives, inclusive of all platforms (print, 
website, social media, events and direct mail). 
 
Required Education & Experience: 
 
1. Undergraduate degree in Business Management, Communication, Marketing or Public Relations, 
preferably with coursework in fundraising. 
2. Three or more years' experience in a related position, preferably with a not-for-profit or publicly funded 
organization. 
3. Minimum two years' experience planning and delivering special events. 
 
Required Knowledge, Skills, & Abilities: 
 
1. Solid understanding of best practices in donor/client cultivation, closing, acknowledgement, recognition 
and stewardship. 
2. Proven ability to develop annual donor plans, set priorities, use planning and analytical skills, complete 
work with minimal supervision and meet deadlines. 
3. General financial literacy and demonstrated knowledge of Canada Revenue Agency policies, 
regulations and procedures for registered charities. 
4. Ability to develop, prepare, and deliver group presentations, including writing speaking notes for others. 
5. Ability to plan, coordinate, and write communications for the donor audience in a variety of forms, 
including thank you letters, templated media releases and web content. 
6. An understanding of the local philanthropic community is an asset. 



7. High degree of professionalism when interacting with both internal and external stakeholders. 
8. Independent self-starter capable of managing and prioritizing multiple, time-sensitive projects and 
priorities with minimal supervision. 
9. Excellent verbal and written communication skills; strong presenter to both groups and individuals. 
10. Exceptional active listening skills and excellent attention to detail. 
11. Ability to coordinate, provide guidance and train other staff, volunteers and students including 
organizing, prioritizing and scheduling work assignments.  
12. Demonstrated effective interpersonal and organizational skills within a team environment to achieve 
common goals. 
13. Intermediate knowledge in Microsoft Office applications in a networked computer environment. 
14. Past experience using CRM fundraising software and social media platforms is an asset.  
15. Must be able to work evenings and weekends, when required. Must have valid BC Driver's License 
and access to efficient and reliable transportation during regular working hours, evenings and weekends. 
 
Please go to http://careers.nic.bc.ca for further criteria, required qualifications 
and information on how to apply to posting #101744. 


