
The Ottawa Hospital is one of Canada’s largest learning and research hospitals, with more than 1,100 beds, approximately
12,000 staff members and an annual budget of about $1.2 billion.

Our focus on learning and research helps us develop new and innovative ways to treat patients and improve care. As a
multi-campus hospital affiliated with the University of Ottawa, we deliver specialized care to the Eastern Ontario region, but
our techniques and research discoveries are adopted around the world. We engage the community at all levels to support
our vision for better patient care. From the compassion of our people to the relentless pursuit of new discoveries, The Ottawa
Hospital never stops seeking solutions to the most complex health-care challenges.

The Foundation’s (TOHF) purpose is to inspire and enable support for the highest quality health care and world-class research
at The Ottawa Hospital (TOH) and the Ottawa Hospital Research Institute (OHRI).

At TOHF, we are proud to have what we believe to be the best, the brightest and the most dedicated employee team in the
entire country! We have worked hard to create a work environment that fosters collaboration, creativity and work satisfaction
for all our employees. Consistently, we are ranked as one of the highest performing foundations in Canada.

The Foundation is in the early stages of a transformative Capital Campaign that will be unprecedented in our city and we are
currently recruiting the best candidates to our team to play critical roles in our success.

“Relationships are the only thing 
that matter in business and in life”.  
If you live by this motto, then you belong here

Seeking the BEST
Officer, Stakeholder Relations

“I am proud to be leading The Ottawa Hospital Foundation as the health care landscape of our city is
transformed with the redevelopment of the Carling Avenue Campus. We want the best staff to join our
exceptional team as we prepare for this generational opportunity.”

Tim Kluke, President and CEO, The Ottawa Hospital Foundation



About the Officer, Stakeholder Relations 

Reporting to the VP Philanthropy Operations & Donor Experience, the Officer, Stakeholder Relations will navigate and
support multi-stakeholder relationships to maximize the impact of philanthropic gifts.  Stakeholders include the donor, senior
management teams of the Foundation, its beneficiaries (the hospital and research institute) as well fundraisers, clinicians,
researchers and marketing staff.   The overall role and responsibility of the Officer is to act as a philanthropic facilitator
between TOHF/OHRI/TOH and the informed donor.  

THE IDEAL CANDIDATE HAS:
• Excellent relationship building and communication skills with people at all levels in multiple functions
• Strong interpersonal skills and the ability to interact with all levels of internal and external clients
• A strong customer-service orientation with a desire to exceed customer expectations
• Ability to communicate technical material in a clear, objective and respectful manner
• Demonstrated excellence organizing and prioritizing workflow in a high-volume environment
• Outstanding organizational skills, flexibility and problem-solving skills.
• Demonstrated experience formulating and implementing policies and procedures
• An understanding of basic accounting principles in relation to fund transfers  
• Strong project management skills and the ability to adapt to changes in projects and timelines
• Ability to work under pressure with minimum supervision.
• Excellent time-management skills and the ability to work independently once a project scope and timeline has been created.
• Can-do attitude.

IN THIS POSITION YOU WILL:
• Work in partnership with stakeholders to identify and prioritize funding needs and projects that will be of interest to attract 

donor support, meet the goals of TOH/OHRI, and are aligned with TOH/OHRI’s strategic mission and direction. 
• Work in partnership with the Philanthropy team to ensure donor wishes and interests are clearly understood and 

identify any issues that can be addressed by collaboration early in the fundraising cycle
• Support the Philanthropy team from proposal development and gift negotiations to stewardship reporting to 

maximize the impact of philanthropy
• Work with TOH and OHRI on appropriate points of contact for donor stewardship activities and on the administration 

of donor recognition. Work in partnership with the Marketing teams (TOHF/TOH/OHRI) to facilitate information for 
stewardship and impact reports.

“The Foundation team, along with our beneficiaries, are focusing on a new Philanthropy
framework to maximize the impact of our generous donors.  This new position will play a
critical role in our success” 

Heather McLean, Vice President Philanthropy Operations & Donor Experience



• Provide support to the Finance team and assist in administering and managing the full cycle of donations, from gift
confirmation to transfer, ensuring donor restrictions are understood and honored.   Work with stakeholders to ensure
integration and streamline financial reporting process (transfer & pledge payment schedules & monitor status of 
funds pledged or yet to be raised on major projects/gifts)

• Work with Foundation, TOH and OHRI leadership to ensure alignment and implementation of a renewed
philanthropy framework for inspiring and managing donations and gift transfers

• Support the development and renewal of policies and procedures 
• Assist VP in preparing and implementing training programs to complement TOH/OHRI programs that reinforce

Foundation needs which include donor engagement, gift management, gift agreements, stewardship etc.  
Improve clarity and understanding of the gift transfer and stewardship process.

• Assist VP in the creation and implementation of a centralized system to support fundraisers and stakeholder 
needs and manage: 

– Hyper designated gifts & decision-making process
– Gift agreements & approval process
– Physician/Researcher requests 
– In partnership with VP implement project management tools to manage restricted gift process to 
capture the monitoring and reporting of restricted gifts as well as fulfilment of gift agreements

– Demonstrate commitment to the Foundation’s culture and values as outlined in the Culture Code
– Other duties as required

EXPERIENCE:
We are looking for an individual who has 5 or more years experience in successful relationship-based roles,
ideally with a donor or customer service focus.    

KNOWLEDGE, SKILLS, ABILITIES:
• Undergraduate degree preferred in communications, organizational management, health or business
• 5 years of experience in the non-for-profit sector with increasing responsibly and demonstrated leadership skills,

preferably in fundraising
• Gifted communicator, both verbal and written
• Understanding of finance
• Ability to build and maintain strong co-operative relationships within a complex/medical/scientific organization
• Excellent interpersonal and leadership skills
• Open and warm style
• Authenticity which inspires trust and confidence
• Superior attention to detail 
• Ability to effectively provide high-level project management
• Ability to motivate, negotiate and respond to complex and challenging situations
• Strong skills in Microsoft Office Suite is required. Experience in SharePoint and Raiser’s Edge is considered an asset
• Strong communication skills (verbal and written) are required. 
• Maintains critical relationships with the highest level of confidentiality and sensitivity
• Bilingualism is considered a strong asset.



BENEFITS:
The true benefit of working with The Ottawa Hospital Foundation comes from the ability to work on a team that is making a
difference in our community. Everything we do has a direct impact on improving the lives of people in the Ottawa region every
day. In addition to an exceptional and collaborative work environment, The Ottawa Hospital Foundation also offers an excellent
compensation and benefits package, and values and supports ongoing professional development opportunities for all members
of our team.

We believe that our people are our strength. Our success stems from our ability to attract and retain the best people who have
a passion for our community’s health care system and want to make a difference in your community. If you are looking for a
truly unique career opportunity and a chance to work for an established, successful organization, The Ottawa Hospital Foundation
is the ideal place for you. Apply today via email at tohf-jobs@toh.ca .

Please forward your resume and cover letter outlining your experience, salary expectations and why you think you would be

a suitable candidate for this position by Friday, August 2, 2019. Your application should be saved in the following format
Firstname_Lastname_Jobtitle.

We are committed to employment equity. The Ottawa Hospital Foundation would like to thank all applicants in advance and
advise them that only candidates selected for an interview will be contacted.

JOB CONTACT INFORMATION: 
Human Resources
The Ottawa Hospital Foundation 
737 Parkdale Avenue, 1st Floor 
Ottawa, ON K1Y 1J8 
(Fax) 613 761-5014
E-mail   TOHF-jobs@toh.ca


