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Job Description 

Resource Development Coordinator 

Effective: 16 October 2018   Revised:  

SUMMARY 

• Plans and leads a variety of events for the society including fundraising events and public relations events; 

• Is the dedicated point of contact for donors, volunteers, members, and other constituents; 

• Responds to constituent’s needs, in a timely manner, to instil confidence and loyalty;  

• Uses and manages the technology that tracks and retains constituents and generates reports; 

• Manages gifts in kind, event hosting and tribute giving; 

• Keeps constituents connected to the society with warm engagement, recognition, and appropriate communication; 

• As time permits, engages in other forms of resource development; 

• Assists with capital campaigns and other similar projects as directed. 

QUALIFICATIONS   

Education  

1. A degree or diploma in marketing or resource development is highly desirable.   
2. A degree or diploma in a related field, especially one that involved a high degree of public interaction is sufficient.  
3. A candidate without a degree or diploma but who possess significant related experience or transferable skills will be 

considered. For example, volunteer or paid work in communication, marketing, media or entertainment.  

Skills and Knowledge 

RESOURCE DEVELOPMENT SKILLS 

SOCIAL ENGAGEMENT AND NETWORKING 
1. Able to interact with groups and individuals with tact, diplomacy, charm, and warmth; 
2. Able to create rapport with a variety of people at different socioeconomic positions and respect their social norms; 
3. Able to demonstrate professionalism, confidentiality, authenticity, and manners. 

ORGANIZATION AND PLANNING 
1. Able to prioritizes tasks and plan time to complete goals and deadlines; 
2. Able to create plans for events and campaigns, and adapt and correct them as time goes on; 
3. Experienced at coordinating work flow, for volunteers and others, with order and logic. 

LEADERSHIP 
1. Able to lead and moderate groups and meetings; 
2. Skilled at directing others to follow instructions and accomplish tasks; 
3. Gifted at identifying gaps in teams and recruiting new members to fill the gaps. 
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COMMUNICATION SKILLS  

1. Communicates well verbally and in writing and masters the required technology and applications; 
1. Demonstrates acumen in the correct use of English, including spelling, grammar and punctuation;  
2. Communicates with a wide variety of individuals with appropriate mirroring of communication styles;  
2. Able to craft and give short speeches for a variety of occasions and events such as welcoming people to an event. 

KNOWLEDGE 

Possesses basic knowledge about poverty, homelessness, and the non-profit sector including: 
1. The "Housing First" model and the concept of "barriers," to housing;  
2. The role of trauma in mental illness and addiction; 
3. Types of mental illness and the needs of individuals who experience these illnesses;  
4. The conditions and causes of substance use and addiction; 
5. The options for and process of recovery; 
6. The role of ICCS in the wider field of poverty reduction, housing, and treatment; 
7.  The political and cultural climate of central Vancouver Island regarding homelessness and proposed solutions; 
8. The values and motivations that underlie people’s responses to poverty, addiction, and mental illness; 
9. The policies and culture of ICCS as they relate to marketing, communication, and fundraising; 

10. The non-profit organizational model, especially the role of staff and volunteers, including the Board of Directors; 
11. Cultural and ethnic differences and the unique history and perspectives of indigenous people on Vancouver Island; as 

well as common stereotypes for visible groups and the mechanisms that lead to these stereotypes. 

REQUIREMENTS 

1. Required to take a donor-centred approach; 
2. Required to follow the ICCS Donor Stewardship Underlying Principles and honour the ICCS Donor Bill of Rights; 
3. Required to work independently with minimal supervision and report on activities on a regular basis; 
4. Required to have a class 5 drivers licence, a dependable vehicle, and to submit kilometrage reports for trips taken in 

the fulfilment of daily duties; May be required to provide a driver’s abstract; 
5. Required to work directly with the Executive Director, Information Manager, and Office Manager; 
6. Required to follow society policies, code of ethics, and guidelines; 
7. Understands the philosophy of ICCS and adhere to and reflect the Society’s values and code of ethics; 
8. May be required to become a member of BCGEU (union). 

DUTIES 

EVENTS 

1. Coordinates and leads the Coldest Night of the Year event or alternative large fundraising event; 
2. Coordinates other smaller fundraising events; 
3. Plans and leads events that enhance the society’s reputation such as information sharing events like our AGM, or 

inspirational activities such as the “All Our Sisters” luncheon.  
4. Overseas a calendar of events for the society, insuring that significant events do not clash with other society events 

or major events in the community. 

DONOR AND CONSTITUENT RELATIONS 

1. Is the primary point person for donors and other constituents; 
2. Makes thank-you calls to donors and handles all donor inquiries; 



Job Description – Resource Development and Communications Manager| 16 October 2018 

 

Page 3 of 3 
 

3. Uses and managers all necessary systems and technology to track, communicate with, and retain constituents;  
4. Performs direct asks to potential donors as directed;  
5. Attends networking events put on by community and business associations such as the Chamber of Commerce;  
6. Uses a variety of methods to personally connect with valued individuals who are donors, sponsors, and supporters;  
7. Cultivates new relationships with potential funders, donors, sponsors, and supporters through cold calls, and by 

creating or attending social events that facilitate new connections;  
8. Maintains connections with contacts through regular communication and personal contact. 

COMMUNICATION 

1. Generates reports as required;  
2. Provides meaningful communication to existing donors; 
3. Assists with posting on social media platforms; 
4. Collaborates with the Information Manager and others on a variety of communication projects.  

PLANNING 

1. Work with the Executive Team to develop and update a long-term revenue generation strategy and timeline; 
2. Contributes to the annual fundraising expense budget and revenue forecasts; 
3. Presents new, emerging, or unrecognized opportunities to the Executive Team; 

REPORTING AND DOCUMENTATION 

1. Run reports from Donor Perfect or similar databases to assist with donor prospect research; 
2. Compiles statistics, data, anecdotes, and stories that support the efforts of fundraising and brand promotion. 

ADDITIONAL DUTIES 

1. As time permits, assists with writing grant applications and other applications for funding; 
2. Trains volunteers and employees for duties related to events and fundraising; 
3. Other duties as assigned by the Executive Director. 

 


