
Competition Number: J0421-0255  
Position Title: Associate Director of Advancement, Athletics & Recreation  
Employee Group: Managerial & Professional  
Job Category: Advancement/Fundraising  
Department or Area: Advancement Athletics & Recreation  
Location: Kingston, Ontario, Canada  
Salary: $83,000.00/Year  
Grade: 10  
Hours per Week: 35  
Job Type: Permanent (Continuing)  
Shift: 7 Monday - Friday  
Number Of Positions: 1  
Date Posted: April 12, 2021  
Closing Date: May 2, 2021  

About Queen's University 

Queen’s University is the Canadian research intensive university with a transformative 
student learning experience. Here the employment experience is as diverse as it is 
interesting. We have opportunities in multiple areas of globally recognized research, 
faculty administration, engineering & construction, athletics & recreation, power 
generation, corporate shared services, and many more. 

We are committed to employment equity and diversity in the workplace and welcome 
applications from individuals from equity seeking groups such as women, 
racialized/visible minorities, Indigenous/Aboriginal peoples, persons with a disability, 
persons who identify in the LGBTQ+ community and others who reflect the diversity of 
Canadian society. 

Come work with us! 

Job Summary 

Reporting to the Executive Director, University-Wide Development, with joint 
accountability to the Executive Director, Athletics & Recreation, the incumbent is 
responsible for the leadership, coordination, promotion, and operation of the university’s 
Athletics & Recreation (A&R) Advancement programs including alumni engagement and 
annual giving strategies. The incumbent works closely with Central Development and 
A&R staff, coaches and teams, senior university officials and senior volunteers 
regarding their involvement in philanthropic and engagement programs for A&R. This 
includes developing, leading and executing a comprehensive alumni engagement plan 
including young alumni groups, volunteer recognition, stewardship plans, events, 
communications and other activities. Additionally, the incumbent will create and 
implement an innovative Leadership Annual Giving (LAG) program designed to 
strengthen alumni and donor engagement, increase philanthropic revenue, and 



enhance pipeline development through the transition of LAG donors (below $24,999) to 
the Major Gift (MG) level ($25,000 +). 
 
The Associate Director of Advancement manages a diverse portfolio of strategic 
relationships consisting of individuals, corporations and foundations, as well as working 
with relationship managers across the university to advance and promote A&R 
fundraising priorities. As a member of the A&R Senior Management Team, the 
incumbent is a recognized leader in the department, providing high level Advancement 
expertise and strategic direction to the Executive Director and other A&R staff, central 
and faculty development, volunteers, as well as senior university administrators. This 
includes providing guidance and managing the Advancement A&R team.  
 
This position requires extensive travel within and outside Canada. Work on evenings 
and weekends is also often required. 

Job Description 

DUTIES AND RESPONSIBILITIES: 
 
Strategic Planning & Program Management 
 
- In consultation with the Executive Directors, develops and manages A&R alumni 
engagement, annual giving, and alumni events, communications and programs that 
result in the highest level of engagement and philanthropic support from donors.  
- In consultation with the Executive Directors, develops and implements multi-year 
strategic and integrated fundraising and engagement plans for A&R based on reliable 
internal and external data analysis. Establishes fundraising targets, prospect strategies, 
and go-to-market Advancement programs, within deadlines. Executes the plan and 
negotiates as required to accomplish priorities and objectives. 
- Analyzes data and prepares reports required to formulate, execute, evaluate and 
benchmark strategic and priority driven implementation plans. Reports on findings and 
implements changes in strategy as required.  
- Meets with the Executive Directors and A&R staff on a regular basis to review 
progress against short and long-term goals and prospect strategy development. In 
consideration of progress to date, takes a lead role in identifying and implementing 
further opportunities and strategies that may have arisen to meet goals.  
- In collaboration with Advancement and A&R Marketing, Communications and Events 
teams, develops and implements comprehensive and integrated marketing and 
communication strategies that drive philanthropic investment into the A&R unit. 
- Works with other A&R Advancement staff to develop and deliver training sessions for 
varsity club coaches and team leaders on fundraising for their clubs. 
 
Fund Development & Alumni Engagement/Stewardship 
 
- Develops strategies, identifies, evaluates, cultivates, solicits, stewards and personally 
manages a portfolio of critical donors and prospects, with a primary focus on MG and 



LAG.  
- Executes and manages an innovative LAG program in order to acquire and upgrade 
gifts up to $24,999. 
- Identifies and develops strategies to transition LAG donors into MG donors at the 
$25,000 + level in support of A&R fundraising priorities. 
- Gathers information, coordinates and provides strategic fundraising leadership in the 
development and implementation of tailored gift proposals, case statements, research 
profiles, call briefings, gift agreements, stewardship reports, activity reports, 
accountability reports and face-to-face solicitations with staff, coaches and teams.  
- In consultation with the university-wide Annual Giving team, leads the development of 
mass appeals unique to A&R. 
- In collaboration with the university-wide Annual Giving team, develops the strategy 
and execution of the reunion-giving program, including the preparation of annual fund 
and reunion giving solicitation and acknowledgement materials. Creates a concept of 
mini campaigns, which will help structure activities for team giving programs between 
reunion years.  
- In collaboration with Donor Relations, establishes timely and appropriate stewardship 
plans, ensuring gifts are handled and recognized according to sound Advancement 
practices.  
- Works with the Executive Director, A&R to develop visionary, impact-driven 
fundraising priorities which may support MG and PG fundraising. 
- Oversees the cultivation and management of all volunteer fundraising groups and 
ensures that all call reports, notes, and evidence of donor interactions are accurately 
recorded in the database. 
- Develops and maintains an in-depth knowledge of A&R / university activities, funding 
priorities and needs. Applies this knowledge in matching the interests and needs of 
prospective donors with the strategic needs of the university.  
- Actively engages with other staff members in A&R/the Office of Advancement to 
coordinate supporting activities including expertise related to the management of 
prospects, and to stay abreast of any relevant developments and/or legislation that may 
assist in maximizing philanthropic revenue. 
 
Team Leadership  
 
- Promotes a culture of inclusion that embodies Advancement and A&R values, with a 
commitment to the university’s equity, diversity, accessibility, and inclusion initiatives 
designed to foster an inclusive, supportive, and welcoming work environment for 
individuals with diverse backgrounds and identities. 
- Provides budget oversight and staffing leadership for the Advancement A&R Unit; 
participates in budget submission activities including analyzing data, developing and 
preparing annual budget documents. 
- Meets with staff on a regular basis to review progress against annual goals and 
pipeline strategy development. In consideration of progress to date, takes a lead role in 
identifying and implementing further opportunities and strategies that may have arisen 
to ensure goals will be met.  
- Plans, prioritizes and manages the work of employees, providing strategic and tactical 



advice, support, guidance and coaching. Identifies the need for staff resources, 
participates on staffing committees, and makes effective recommendations regarding 
employee selection.  
- Manages performance by establishing performance standards, reviewing and 
evaluating performance on an ongoing basis, conducting talent reviews and formal 
performance reviews. 
- Assesses staff training and development needs and ensures that employees receive 
training required to improve and sustain successful performance.  
- Investigates, addresses and resolves employee/labour relations issues, including 
making decisions regarding disciplinary and discharge matters.  
- Continually evaluates the Return on Investment (ROI) and prioritization of multiple 
competing priorities, to ensure that resources are aligned in areas that are most 
impactful to the A&R Advancement portfolio.  
- Represents the interests of Advancement and A&R, serving on committees, working 
groups and task forces with respect to A&R fundraising and engagement strategies, to 
enhance the image, increase visibility and ensure understanding and adoption of 
policies and procedures.  
- Acts as a formal mentor to Advancement staff and A&R staff, coaches, teams and 
volunteers. 
- Acts for the Executive Director, A&R in their absence on matters pertaining to 
Advancement A&R activities. 
- Undertakes other duties as assigned in support of the unit and/or department. 
 
REQUIRED QUALIFICATIONS: 
 
- University degree, preferably at the honours level.  
- Minimum five years of relevant, successful Advancement experience, with a focus on 
MG and LAG, campaign fundraising, engagement programs, or a related venture, 
preferably in a university setting.  
- Preference for a candidate who understands how sports and athletics impact the 
student experience, and the role of athletics and recreation in healthy communities. 
- Consideration will be given to an equivalent combination of education and experience. 
- Demonstrated success in the identification, evaluation, cultivation, stewardship and 
direct personal solicitation of major gifts, preferably at the $25,000 + level. 
- Experience working as part of a campaign effort, managing a portfolio of prospects.  
- Proven leadership and management experience, with a demonstrated ability to define 
and communicate strategy and tie portfolio activity and planning back to overarching 
goals and the “big picture,” and the proven ability to promote inclusion in the workplace 
and effectively recruit, supervise, organize, direct, motivate and retain talented staff and 
volunteers to achieve objectives.  
- Proven record of accomplishment in strategy development and implementation, project 
planning, budget and revenue forecasting, and meeting the objectives of these plans. 
- Proven successful experience in program analysis, tracking and reporting results. 
- Clear understanding of and strict adherence to ethical fundraising standards and 
supporting legislation. 
- Recognized professional fundraising designation (CFRE or equivalent) considered an 



asset. 
- A valid ‘G’ driver’s license and passport with no travel restrictions is required. 
- Satisfactory Criminal Record and Judicial Matters Check required.  
- Knowledge of the Canadian philanthropic and university environment, including the 
challenges faced by post-secondary institutions. 
 
SPECIAL SKILLS: 
 
- Advocates/lives Advancement’s and A&R ‘s core values of Integrity, inclusivity, 
accountability, collaboration and service. 
- Demonstrates commitment to fostering a diverse and inclusive work environment 
where there is mutual respect and collaboration across all teams. 
- Strong customer service orientation with a demonstrated passion for the university and 
its people. 
- Commitment and passion to further developing healthy communities in the non-profit 
A&R sector.  
- An innovative and strategic thinker able to think and act strategically, creatively and 
dynamically in a high-pressure work environment; ability to analyze complex situations 
and determine appropriate course of action to reach a resolution.  
- Recognized leader at managing long-term and productive relationships with donors, 
volunteers, colleagues and organizational administrators. 
- Adept at matching the interests of the donor/alumnus with the strategic needs of the 
institution. 
- Ability to knowledgeably and enthusiastically communicate the impact that athletics 
and recreation has on campus life, student life and society in general. 
- Ability to provide MG and LAG expertise to many individuals with diverse interests in 
the project; skills in diplomacy and negotiation are required to mediate between these 
diverse interests. 
- Ability to fulfill the needs of A&R while working as a team with the rest of the Office of 
Advancement to ensure that the best interests of the university are served.  
- Ability to work effectively across multiple departments and portfolios within the 
university. 
- Superior interpersonal, communication and presentation skills required to gather 
information and deliver key messages in a concise, creative and persuasive manner. 
- Recognize diversity of abilities and adapt content, tone, medium, and style to audience 
to be inclusive. 
- Proficient research, analytical and computer skills to interpret information from a wide 
variety of sources; select appropriate methods of analysis; monitor emerging trends and 
issues; and disseminate information to support strategy and implementation. 
- Experience working with large database management systems and analytical tools 
including dashboards. An ability to adapt to new technology and trends, assess 
innovation for institutional benefit and impact. 
- Excellent planner of resources with the ability to exercise good judgment in making 
independent decisions.  
 
 



DECISION MAKING: 
 
- Collaborates with the Executive Directors to determine content of annual and multi-
year plans/strategies for A&R Advancement programs. 
- Develops and determines innovative fundraising strategies to manage critical donor 
relationships in order to maximize the benefit to the university. 
- Assesses interests and needs of prospective donors and matches them to the 
strategic needs of Queen’s. 
- Recommends and implements a plan for a project based on sound fundraising 
principles and the best interests of the university. 
- Identifies the best way to win cooperation from campus partners in support of 
fundraising strategies. 
- Assesses issues/priorities and provides expert guidance to senior administrators, 
coaches and teams on Advancement activities and programs.  
- Determines appropriate methods of communication, tone and content of information 
that makes it accessible and understandable to the intended audience. 
- Makes decisions affecting the policies and procedures for the A&R Advancement unit. 
- Decides on the best strategic plan for future relations with donors and other 
constituencies. 
- Determines and makes recommendations regarding optimal strategic use of university 
leadership and top university volunteers in fundraising cultivation, solicitation, or 
stewardship strategies, and to resolve disputes. 
- Recognizes when it is appropriate to involve A&R and Office of Advancement staff to 
take advantage of their expertise and develop strategies, resolve disputes and address 
challenges. 
- Monitors and evaluates progress and impact on assigned work of unit staff, assists in 
problem solving, and determines adjustments to maximize effectiveness and timely 
completion of tasks. 
- Evaluates job candidates and makes effective recommendations on suitable hires. 
- Makes decision and/or effective recommendation regarding transfers and promotions.  
- Evaluates employee performance and decides on appropriate training or coaching to 
address lack of proficiency in carrying out responsibilities, or remedial action for staff 
disciplinary situations.  
- Assesses investigation outcomes of grievances and makes effective recommendations 
on appropriate course of action or next steps on grievances.  
- Makes effective recommendations on level of discipline up to discharge and 
probationary termination. 

Employment Equity and Accessibility Statement 

The University invites applications from all qualified individuals. Queen’s is committed to 
employment equity and diversity in the workplace and welcomes applications from 
women, visible minorities, Aboriginal Peoples, persons with disabilities, and persons of 
any sexual orientation or gender identity. In accordance with Canadian Immigration 
requirements, priority will be given to Canadian citizens and permanent residents. 



The University provides support in its recruitment processes to applicants with 
disabilities, including accommodation that takes into account an applicant's accessibility 
needs. Candidates requiring accommodation during the recruitment process are asked 
to contact Human Resources at hradmin@queensu.ca. 

 

mailto:hradmin@queensu.ca

