
 
 

JOB POSTING 
(Internal and External) 

 

Shepherds of Good Hope Foundation (SGHF) is a not-for-profit charitable organization that is the fundraising arm of 

Shepherds of Good Hope (SGH).  Its vision is funding homes, community and hope for all.  Its mission is to raise the 

needed funds for SGH through ethical, donor centered fundraising and sustainable financial management. The Foundation 

is aligned with the core values of SGH, which fosters a non-judgmental environment to provide supports to homeless and 

vulnerably housed adults of all genders in multiple locations across the City of Ottawa. 

 

POSTING NUMBER:  2020-019 

                              

POSITION:   Manager, Annual Giving 

 

STARTING SALARY: $68,000-$80,000 

 

POSTING DATE:  March 14, 2020 
 

JOB SUMMARY 

 

Reporting to the Director of Philanthropy, the Manager, Annual Giving, is an integral part of the Foundation team and 

establishes excellent internal and external relationships with the Foundation and Shepherds of Good Hope teams, as well 

as donors, funders, partners, businesses and the community.  They inform, influence and manage fundraising campaigns 

across multiple platforms.  They possess excellent interpersonal and donor stewardship skills. 

The Manager, Annual Giving will be responsible for developing a comprehensive annual giving strategy in collaboration 

with the Director of Philanthropy.  They will track and execute data driven, multi-channel fundraising plans, provide 

analyses and make recommendations for increasing campaign outcomes.  This includes developing robust campaigns for 

direct mail, monthly donors, e-giving and other broad based giving programs, with the exception of major donors and 

legacy giving. 

DUTIES AND RESPONSIBILITIES 

 

Direct Mail Program 

 Identify and segment donor constituencies to create customized messaging.  

 Work with communications team to identify and develop meaningful and impactful stories to create successful 

appeals. 

 Oversee production and mailing of all donor appeals, including contract negotiations with agencies and vendors. 

 Develop integrated digital fundraising components for each campaign. 

 Complete detailed analyses of post-campaign results identifying trends and insights. 

 

Manage Monthly Giving Program 

 Develop strategies and steward this unique donor group, including use of customized mail and digital 

communications.  

 Ensure accurate recording, processing and receipting of monthly gifts. 

 In collaboration with the fundraising team, strategize, create and implement plans to increase revenues in each 

fundraising stream. 

 

Donor Relations Responsibilities 

 Provide exceptional customer service to donors, responding to calls, emails, mail correspondence, and in person, 

in a timely and professional manner to ensure a positive donor experience.  

 Coordinate and supervise preparation of thank you letters, tax receipts and other donor correspondence.  

 Identify donor prospect constituencies, internally and externally, to build tailored engagement strategies. 

 Develop strategies to increase e-giving 



 

Financial and Reporting Responsibilities 

 Supervise processing of all donation transactions, ensuring that all are coded correctly according to appeal, 

purpose, gift amount, and any restrictions or reporting requirements that may apply. 

 Assist Director of Philanthropy in annual budgeting process, in particular individual giving revenue accounts, 

providing projections based on trend patterns and analysis. 

 Collaborate with Director of Philanthropy and data/research team to identify grant opportunities to fund the 

organization’s capital budget and respond to emerging program needs and opportunities (*note:  data/research 

team is responsible for grant writing 

 Create, monitor and record donor information, including tenure, method of giving, level of interaction, retention, 

second gift conversation, attrition and other relevant information to inform the Foundation’s fundraising strategy 

and achieve revenue goals. 

 Generate high level reporting documents, as required 

 

EXPERIENCE AND QUALIFICATIONS 

 

 Bachelor’s degree in a field related to development, revenue generation and communications, such as business, 

marketing, communications or journalism; or a combination of skills and experience 

 Minimum of 5+ years’ experience in a fundraising administrative position 

 Experience with database management, preferably with an expertise with Blackbaud Raiser’s Edge fundraising 

software. Experience with Omatic software is an asset. 

 Proficient in Microsoft Office (Word, Excel, Outlook, and PowerPoint) 

 Experience coordinating direct mail campaigns and liaising with agencies and suppliers 

 Strong attention to detail and ability to set priorities and meet strict deadlines in a fast paced, challenging 

environment 

 Excellent written, proof-reading and editing skills are essential 

 Oral communications and superior listening skills are crucial to this role 

 Effective planning and project management skills 

 Strong relationship building skills and ability to work collaboratively in a cross-departmental and multi-

stakeholder team environment 

 Experience processing donor tax receipting in accordance with (Canada Revenue Agency (CRA) regulations 

 Valid driver’s license and ability to travel to multiple locations across the city of Ottawa 

 Bilingualism (French, English) is preferred 
 

 
If you have the desire to work for a foundation that is dedicated to funding homes, community and hope for all, please 
send your cover letter, including salary expectations, along with your resume to 
hrrecruitment@shepherdsofgoodhope.com, quoting file 2020-019, by March 22, 2020.   
 
We appreciate your interest and advise that only those selected for an interview will be contacted. 
 
 

Shepherds of Good Hope is committed to being responsive to the diverse needs of our clients, residents, employees 

and volunteers, including those with disabilities.  Please inform if you require accommodation through the hiring process 

and we will work with you to meet your needs.  

 

mailto:hrrecruitment@shepherdsofgoodhope.com

