RMHC

Atlantic Capital Campaign

Ronald McDonald House Charities® Atlantic

Opportunity Brief:
CAPITAL CAMPAIGN COORDINATOR

© O O armhcatlantic rmhcatlantic.ca
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Capital Campaign Coordinator qééefo‘!

RMHC Atlantic is seeking a motivated, organized, detaifiented, and approachable
individual to support the successful management of a new major gift fundraising campaign.
This position is a contract positidor the duration of the campaign (minimum one yegar

Given the scope and range of campaign responsibilitigs,mtost important that the
Campaign Coordinatopossess an openness to learn new skills, be flexdndhave a strong
handle on the art of prioritizationlraining and mentorship can be providéat technical skill
development where gaps in qualifications and experience exist

Job Summary:

Reporting tothe Campaign Director, the Campaign Coordinai®a core member afampaign
operationsand is responsilel for select project coordination, proposal writingnd office
administration to best support the successful implementation of a major fundraising initiative.
This role requies strength in logistics managememyritten communications, attention to

detail, andthe ability to work indepeneéntly. This role is a fullime, term position fa the

duration of the campaign.

The Campaign Coordinat@dvances the mission of RMHC Atlantic in a manner consistent
with the excellent quality of services, programs, andreach provided to our community since
1982. In he spirit of teamwork, the Campaign Coordinatmgages in organizatioawide
initiatives including, but not limited to, annual funatojects and events, missiedelivery
initiatives, and trainingopportunities.

Key Responsibilities:

Campaign Coordination

1 Coordinate logistics pertaining to campaign activities including, but not limited to, travel
& accommodations, scheduling, meeting facilitation, and mailing initiatives.

1 Actively help lead campaigevent planning & logistics including donor recognition events,
cabinet events, public launch planning and donor cultivation events

1 Support the maintenance and accuracy of campaign data and tracking documents

1 Take meeting minutes and prepare call repdids campaign meetings

1 Lead pledge fulfillment and tracking; distribute and conduct folloyys with donors to
retrieve payment details and recognition details

1 Engage in campaign stewardship activities, including thank you calls, notes, and tours
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Tracking aml reporting on weekly activities, outstanding tasks and pending actions to
maintain ongoing advancement of campaign work and clear communications with the
team

Campaign Communications
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Customize proposal templates and prepare collateral packages for daticrtations;
support content development and editing of other written communications and funding
applications

Support preparation and delivery of campaign progress reports and impact reports for
internal and external stakeholder groups

Prepare and amendatnpaign and marketing communications materials using programs
like Microsoft Suite, Adobe Dé@ndInDesign (training can be provided)

Conduct highlevel prospect research for biographical, financial and contact information;
prepare snapshot briefs to presefindings(training can be provided)

Fund Development
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Actively participate in organizatiomwide and fund development team meetings; provide
work updates and present opportunities for collaboration

Contribute to annual fundraising activities as required

What you thrive on:
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Creating positive community impact through consistent, relialdad timely logistics and
administration leadership

Carrying out a high volume of procedural tasks with integrity and thoroughness
Preparing concise, practicand profesional written communications

Balancing multiple priorities, projects, and stakeholder groups

Identifying and sourcing practical solutions to process bottlenecks

Achieving and exceeding mutually agreed upon performance targets, personally and as
part of alarger team

A continuous commitment to learning and growth, personally and professionally

Hours & Location:

The RMHC Atlantic Development Office is locatecb@abl Terminal Roadalifax, NS Some
travel may be required.

Generally, 8:30am 4:30pmMondayz Friday. RMHC Atlantic provides staff with flexible work
hours as evenings and weekends are occasionally required.



Compensation:

Salary: $39,000$46,500
Benefits:
1 Health & Dental Benefits (RMHC Atlantic contributes $2000 towards the cost of plan
enrollment)
1 $300 Wellness Fund
3x A A #abafion annually
1 Paid sick/wellness time

=

How to apply:

1 Please provide a resunand cover letteby September &, 2022to
careers@rmhcatlantic.ca
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discretion.

RMHC Atlantic is committed to fostering a collegial culture grounded in diversity, equity,

inclusion, access and belonging.an effort to honour diversy, equity and inclusion, we invite

all applicants to selfdentify.

We thank all applicants for your interest in RMHC Atlantic. In honour of your time, interest and
commitment to our project, we will strive to contact all applicants.



About RMHC® Atlantic

Ronald McDonald House Charities® Atlantic helps families with sick children stay
together and near the medical care they need.

Our programs include Ronald McDonald House® in Halifax, a “home-away-from-
home" for out-of-town families with sick children, and Ronald McDonald Family
Rooms® in Halifax and Moncton, which provide oasis of calm and support inside the
hospital. Each year, we help more than 2,000 families from across the Maritimes
through our House & Family Rooms.

RMHC Atlantic is a non-profit organization. We depend upon charitable donations
and volunteer support from many individuals, corporations and foundations to
fulfill our mission. e are also sincerely grateful for the support of our founding and
forever partner, McDonald's

For more information on our organization and the excitement surrounding the
upcoming construction of our new House, visit rmhcatlantic.ca.
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