
 
 

Fundraising Officer 
 
Position Type: Part time position (24 hours/week),  

One-year contract with the possibility of becoming a permanent position 

Job Region: National Capital Region 

Who we are:  For over 20 years, Ottawa Therapy Dogs (OTD) has been providing invaluable care and support 
through animal-assisted interventions. We serve people of all ages struggling with physical and mental health 
challenges. Our teams visit over 65 health care, educational and social services facilities regularly throughout the 
National Capital Region. 

Ottawa Therapy Dogs is reinvigorating its fundraising efforts.  We are looking for a fundraising officer with 
exceptional skills, talent and drive to play a vital role in our mission to have qualified dogs and handlers provide 
and promote ethical and safe animal-assisted interventions 

Objective:  The Fundraising Officer position’s objective is to develop and implement a variety of fundraising 
actions and activities that are successful in generating and increasing the revenue for Ottawa Therapy Dogs, 
ensuring reliable and ongoing operations and to provide financial stability for the organization through the 
generation of ongoing, sufficient and appropriate fundraising and revenue streams.  The position reports to the 
Chair of the Board of Directors. 

Duties and Responsibilities 

• Develop a fund development plan in line with OTD’s strategic plan. 

• Proactively identify, research, evaluate and track potential/suitable funding opportunities and produce 
successful proposals/applications. 

• Establish, build, and steward relationships with funding agencies, foundations, prospective and current 
donors. Ascertain how best to position OTD for grants/donations.  

• Manage the entire proposal/application process from inception to award closeout. This may include, for 
example, following up on submitted proposals, and reporting on outcomes. 

• Oversee the writing process, including researching, drafting, developing budgets and soliciting necessary 
input, supporting/collaborating with the OTD Board. 

• Assist sponsors/partners/others to write letters of support for applications. 

• Create proposals that are factual and technically accurate, that speak with a single and consistent voice, 
and that are effectively structured and laid out for ease of reading and visual appeal. Incorporate 
compelling proof points (such as tables, diagrams, testimonials, references, etc.) that substantiate key 
messages and make clear what differentiates OTD from other applicants. 

• Oversee financial compliance and recognition for grants and donations. 

• Manage and implement projects associated with fundraising and revenue generation. 



• Develop and maintain strategic partnerships and to act as the primary contact for external partnerships 
and revenue generation.  This may include external media, communications and promotion/marketing 
opportunities.  

• Attend organizational initiatives and meetings as requested (e.g.  Board meetings, key events, Annual 
General Meeting). 

Education and Experience 

• University degree or relevant education.  

• Two years of relevant experience, preferably in a charitable not-for-profit volunteer organization. 
(Preference will be given to candidates demonstrating excellence in several of the following areas: 
stewardship, annual giving, corporate philanthropy, events, third party fundraising, digital fundraising 
and/or foundation relations). 

• Demonstrated experience in writing proposals, reports and preparing presentations, development of 
fundraising initiatives and success in generating revenue. 

• Experience working in a deadline-driven environment. 

• Knowledge of fundraising and research grant information sources.  

• Knowledge of fundraising trends, legislation and best practices. 

• Experience in managing projects and initiatives.  

Assets: 

• Fundraising Management Certificate 

• Association of Fundraising Professional (AFP) member. 

• Certified Fund Raising Executive (CFRE) designation or in progress. 

• Bilingualism (English and French). 

Skills and Abilities 

• Excellent written communication skills; ability to write clear, structured, articulate, and persuasive 
proposals. 

• Proficiency in Microsoft Office and fundraising database.  

• Strong personal accountability and ability to take initiative. 

• Problem-solving ability. 

• Excellent attention to detail. 

• Ability to work well under pressure. 

• Ability to work independently from a home office and commit to high-quality work. 

• Strong self-starter with an ability to “think outside the box”. 

• Efficient time management skills, practices, and habits. 

• Ability to manage competing priorities flexibly and creatively. 

• Team player with a disciplined, mature, professional approach. 



• Fully committed to OTD’s vision, mission and values and a way of working that demonstrates this, with 
the ability to communicate this enthusiasm to others. 

How to apply: 

If you are interested in the position and have the right skills and attributes, please submit a one-page cover 
letter that explains why you are the right fit for this position along with your résumé to 
recruitment@ottawatherapydogs.ca using Application for Fundraising Officer as the subject of the email. 

Deadline: Sunday, December 15th, 2019 

We thank all applicants for their interest however only those selected for an interview will be contacted. 
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