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Job Title:  Philanthropic Services Associate  
Department:  Philanthropic Services  
Date:   October 2018  
Supervisor:  Director of Philanthropic Services 
 

 
The Victoria Foundation, Canada’s second oldest community foundation, is currently seeking a candidate to 
fill the position of Philanthropic Services Associate.  
 
Since 1936, The Victoria Foundation has been managing charitable gifts to create permanent income-
earning funds that support hundreds of charities each year. We grant more than a million dollars a month, 
and to-date we have distributed more than $200 million to support charities locally and across Canada. For 
more information about the Victoria Foundation, see our website at www.victoriafoundation.bc.ca 
 
The Foundation maintains a cooperative and supportive environment and strongly encourages team work in 
all aspects of the workplace. This challenging full-time position reports to the Director of Philanthropic 
Services and is responsible for supporting various donor relations and administrative programs within the 
Foundation.  

JOB SUMMARY:  

Reporting to the Director of Philanthropic Services, this position is critical to the enhancement of 
the Victoria Foundation’s donor relations program and the implementation of key donor relations 
services. The donor relations program includes relationship building with and services for individual 
fund holders, donors, prospects, professional advisors, charitable organizations which hold funds at 
the Victoria Foundation, and other interested community members. It also involves gift planning 
initiatives to enhance the development of future endowed funds under management.  

The Philanthropic Services Associate provides support for the strategic direction of the donor 
relations program and feedback on the effectiveness and efficiency of the Foundation’s programs 
and services to the Philanthropic Services team.  

CORE FUNCTIONS: 

• Supporting the Philanthropic Services team in the overall management of the donor relations 
programs and services for individual and organizational fund holders, donors, professional 
advisors, interested prospects and community members; 

• Coordinating a range of communications with donors, professional advisors and other 
interested prospects and community members. In consultation with the Philanthropic 
Services team, this includes addressing issues, questions or concerns relating to donor funds, 
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preparation of fund statements and mail merging of letters, personalized donor reporting 
letters with accompanying material, and other communication pieces as required;  

• Responding to emails, letters and general correspondence of a routine nature; 

• Preparing material for meetings and workshops including preparation of PowerPoint slides 
and presentation packages; 

• Updating web site content in consultation with the Philanthropic Services team and 
Communication department staff; 

• Maintaining donor and fund holder data base and electronic and paper filing systems related 
to gifts, funds, estate, life insurance and other deferred gifts and other communications; 

• Providing key support for the entering, reporting and analysis of statistical and program 
information to support the Philanthropic Services team and for reporting to stakeholders;  

• Processing and inputting charitable gifts and track bequest and other estate planning gifts.  

• Processing grant recommendations for donor-initiated grants; 

• Tracking the engagement of fund holders and other community donors in the funding of the 
annual community grants program, processing of grant recommendations and facilitating the 
related communications including grant letters and reporting letters;  

• Participating in the asset development of the Foundation by supporting the Philanthropic 
Services team in the development and implementation of a plan with measurable outcomes 
so that through consistent, strategic relationships of prospects and donors the Foundation 
realizes increased growth within donor funds; 

• Working collaboratively with the Philanthropic Services, Community Initiatives & Grants, 
and Communications teams to ensure Foundation donors are recognized and stewarded in a 
timely, consistent, personalized and meaningful way; 

• Monitoring and improving the donor relations process as required; 

• Preparing expense claims for Philanthropic Services; 

• Supporting the Office Administrator for reception desk coverage as necessary;  

• Other duties as may be assigned. 

EDUCATION and/or EXPERIENCE: 

• Post-secondary diploma in office administration and knowledge of the charitable sector. 

• Three years of experience in administrative support, including project coordination. 

• Experience in donor relations program management is an asset.  

• Experience working with database systems and report creation.  

• Knowledge of Raiser’s Edge and FIMS is an asset. 

• Advanced skills within Microsoft Office programs particularly Outlook, Word, PowerPoint, 
Excel and Publisher.  

Other desired qualifications include:  
 

• Website editing skills. 

• Strong computer skills with the ability to quickly learn new software. 
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• High level of organizational skills, attention to detail and problem-solving skills are critical to 
the role, particularly an ability to manage multiple projects and complete projects in a timely 
way. 

• Excellent verbal and written communication skills.  

• Ability to work independently and collaboratively with the Philanthropic Services team and 
other departments within the Foundation.  

• Understanding of the importance of privacy and protection of personal information.  

• Sound judgment, customer service orientation and a sense of humour are characteristics that 
will contribute to success in being an integral part of a team that develops long-term 
relationships with donors, their families and their advisors, and with charitable organizations 
that partner with the Victoria Foundation. 

Qualified candidates may submit a cover letter and resume by Wednesday, November 7th to Sara 
Neely, Director of Philanthropic Services, at sneely@victoriafoundation.bc.ca. We thank all 
applicants for their interest, however only those candidates selected for further consideration will be 
contacted.   
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