
DEVELOPMENT COORDINATOR  
 
 

Jewish Family & Child is a multi-service, client-centered agency, and a Children’s Aid Society 
supporting the healthy development of individuals, children, and families; we are seeking a 
Development Coordinator to join our team.  
 

The successful candidate will be responsible for: 

 Preparing and processing Tribute Cards requests and donations 

 Preparing endowment fund reports that provide meaningful and accurate information. This 
includes drafting donor correspondence  

 Maintaining donor and prospect records, inputting information and updating records as 
required 

 Preparing and running donor related reports such as donor activity, changes, etc. 

 Recording and tracking event registration in the database and preparing reporting as 
necessary 

 Participating in planning and logistics for Agency events, taking a lead role on certain 
aspects of the event 

 Researching, coordinating and act as a resource to third party events and volunteers  

 Other duties as assigned 
 

Qualifications:  

 Degree or Diploma in fundraising/communications and/or related experience 

 Minimum 3 years of relevant experience in fundraising, ideally on a development team 

 An aptitude for technology and a high level of database skills and computer literacy. Raiser’s 
Edge experience is required. 

 Superior verbal and written communication skills 

 Strong interpersonal skills working with a range of stakeholders 

 Ability to maintain confidentiality and abide by CRA standards 

 Knowledge of social media and online marketing 

 Ability to handle a variety of tasks in a fast-paced environment  

 Must be a team player with proven ability to work well with diverse groups of people 
including staff and volunteers 

 Good knowledge of the Jewish community considered a definite asset 
 

 

If you are interested in applying, please submit your resume to Human Resources at 
resumes@jfandcs.com no later than Friday September 30, 2016. Please reference, 

Development Coordinator, in the subject line.  
 

Jewish Family & Child is committed to the principle of equal opportunity in employment. 
We thank all applicants for their application and interest;  

however, only those considered for an interview will be contacted.   
No agencies please. 

To learn more about Jewish Family & Child, please visit: www.jfandcs.com 
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http://www.jfandcs.com/

