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Job Advertisement 

Advancement & Alumni Relations Coordinator 
Full-Time, August 2021 – December 2022 

 
 
Ashbury College is a leading independent school for boys and girls, Grades 4 to 12. We are a 
diverse, international community, with students from over 50 countries. Benefiting from small 
class sizes, a respectful environment, technology-enhanced classrooms, and dynamic teachers, 
our students are inspired to become intellectually vibrant, compassionate, and responsible 
citizens.  
 
Based in central Ottawa, Ashbury College is currently seeking a full-time Advancement & 
Alumni Relations Coordinator to build and enhance positive relationships with our alumni. This 
position plays a key role in supporting the development of an engaged, connected, global 
community of Ashburians. 
 
 
Your specific responsibilities will include: 
 

• Organizing alumni events and initiatives, both in-person and online, and welcoming 
alumni visitors to the school 
 

• Administering Ashbury’s alumni web presence including posting content to the e-
newsletter, alumni website, and social media sites; responding to alumni email  
 

• Supporting the Alumni executive 
 

• Promoting future alumni participation with current students  
 

• Collecting and updating contact information for alumni.  
 

• Soliciting event sponsors and working with event volunteer committees  
 

• Writing and editing content for the Advancement, and Communications & Marketing 
departments as needed 
 

• Research prospective donors for major gifts, planned gifts and special project funding. 
 

• Leading the alumni component within designated events for the Ashbury community, 
and assisting with overall event planning and support. 
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Reporting to the Director of Development, you will work closely with the other members of our 
Advancement and Communications & Marketing teams, as well as our many alumni. As the 
successful candidate, you have a history of workplace engagement, exceptional networking, 
and thriving in a busy learning-oriented community.   
 
Your education, experience and qualifications include: 
 

• Fundraising or event-planning related post-secondary education and/ or professional 
certification. 

• A proven track record of fostering productive relationships with volunteers/members. 
• Extensive experience managing digital and social media. 
• Oral and written proficiency in French and/or other language(s) is an asset. 

 
 
Work is planned to be in-person at Ashbury College, however, will shift to a remote workplace 
if directed by Ottawa Public Health or the Ministry of Education. All students and staff must 
follow Ashbury College’s COVID-19 safety protocols when on campus. 
 
The salary range for this position is $54,500 - $62,000, plus a comprehensive group health 
benefits package. And, if you are not familiar with our facilities, internationalism, community 
engagement, or school values and culture, please visit our website at ashbury.ca. 
 
This appointment is effective starting late August 2021 through the mid-December 2022. 
 
If you are interested in this position, please forward your resume and cover letter to  
hr@ashbury.ca  and quote “Alumni Relations” in the subject line. The deadline for applications is 
Thursday June 30, 2021. 
 
At Ashbury College, our mission is to develop students as responsible global citizens. We do this 
through a community of employees, volunteers, and students who cultivate and celebrate 
diversity and inclusion. We strongly encourage applications from all qualified individuals who 
are members of groups with historical and/or current barriers to equity. This supports our 
mission, makes our community stronger, and adds to our culture.  
 
Should you have any questions about this position, please email hr@ashbury.ca 
 
If we contact you about an employment opportunity and you require an accommodation, we’ll 
work with you to meet your needs.  
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