
      

 

 

Development Assistant 
 

At the Ottawa Sports and Entertainment Group (OSEG), we believe that all children in our 

community should have access to sports and the opportunity to learn and develop.  That’s why 

we have established the OSEG Foundation.   

 

Together, with our coaches and players from the Ottawa REDBLACKS, Ottawa 67’s and Ottawa 

Fury FC – the OSEG Foundation will invest in local programs and initiatives that get more kids off 

the sidelines and into the game. 

 

We are seeking a Part-Time Development Assistant (3 days per week up to 24 hours) who will 

provide a range of administrative and special event support.  The role requires attention to 

detail, resourcefulness, problem-solving, positive energy and a commitment to getting the job 

done well and on time. 

What you’ll do: 

 

Administration 

 Provide day-to-day administrative support for the Foundation team as required. 

 Provide accurate and timely processing of gifts and acknowledgment letters. 

 Prepare thank-you letters, acknowledgement letters, and other Foundation correspondence. 

 Prepare and issue charitable tax receipts and complete monthly reconciliations. 

 Utilize a fundraising software and third party fundraising donation portal, creating front-end and 

back-end support for the portal, and pulling and exporting reports related to all fundraising 

databases and online portals. 

 Provide timely responses to inquiries from internal and external stakeholders (e.g. staff, donors, 

vendors, volunteers). 

 Schedule meetings, responds to requests and provides administrative support to Board and 

committee meetings 

 

Event Support 

 Provide event administration for signature and third-party events. 

 Assist in securing and tracking in kind donations. 

 Manage invoices and payments related to events. 

 Provide logistical support on event days. 

 

Finance 

 Handle incoming and outgoing cheques in a timely manner, invoices and expense claims, 

provide bookkeeper and auditor with documents and support annual 

audit process. 

 Fundraising support: research funders, contribute to grant applications 

and funder reports, renew and maintains currency of donor database, 

including preparation and tracking of tax receipts. 

 

Communications 

 Develop and maintains internal communication systems including 

shared calendars, room bookings, meeting agenda and minutes 
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 Update intranet, website and social media platforms as directed 

 Document preparation and management: draft content on behalf of the OSEG Foundation, 

contribute to grant proposals, maintain all electronic and hard copies of documents up to date 

and filed in an accessible format and support Executive Director in preparation of external 

communications, when necessary 

 

What’s needed: 

 University degree or Community college diploma, or equivalent related years of 

experience 

 2 years’ experience in the not for profit sector  

 High proficiency in database management, MS Office Suites, computer and online 

fundraising portals 

 Knowledge of CRA Guidelines and ensuring they are being followed for all charitable tax 

receipts issued 

 French Language Proficiency is considered an asset 

 Knowledge of Donor Perfect Database 

 Access to a vehicle and possession of a driver’s license valid for the province of Ontario 

 Requires evening and weekend availability 

What’s in it for you: 

Aside from the ability to make a meaningful and powerful impact for the community in Ottawa, 

working at TD Place will provide you with competitive health benefits, dynamic team 

environment and the ability to continuously learn and grow.  

 

To apply, click: TD Place Careers 

 

Located at Lansdowne Park, the Ottawa Sports and Entertainment Group (OSEG) is the largest 

sports and entertainment company in the Capital. We are home to the Ottawa REDBLACKS, 

Ottawa Fury FC, Ottawa 67’s and live events at TD Place. OSEG and its related Foundation were 

founded on the vision of its partners - a vision to create year-round world-class guest 

experiences and give back to the Ottawa community. We are proud to be an equal 

opportunity employer and are happy to accommodate any individual needs in keeping with 

the Ontario Human Rights Code and the Accessibility for Ontarians with Disabilities Act. If you 

require an accommodation in order to participate in the hiring process, please contact us to 

make your needs known in advance.   

 

We thank you in advance for your interest but will only be responding to those applicants that meet 

our requirements. 

 

 

https://www.tdplace.ca/careers/

