
 
 

Are you dynamic, collaborative and caring?  Do you like the idea of a fast-paced, highly flexible work 

environment?   Are you self-motivated, curious and opinionated?  The University of Heart Institute 

Foundation needs someone just like you in a pivotal role supporting our day-to-day fundraising 

operations.  Join this high performing team and an amazing community of donors and together, you can 

impact lives around the world and give the gift of time. 

Operations Administrator 

Do your skills match what we need? 

1. Familiar and adept at the Raiser’s Edge donor management system. You can hit the ground 

running with your understanding of RE queries and data entry. 

2. Highly organized to support a variety of stewardship programs. 

3. Experienced with the full suite of Microsoft Office products (Word, PowerPoint, Excel, Outlook.) 

4. Look forward to learning something new everyday. 

5. A wizard at logistics and time management. 

6. Natural ability to connect the dots between donor needs, fundraising priorities, and timelines. 

7. Can prioritize multiple tasks from a variety of stakeholders. 

8. Know your way around digital communication tools including WordPress and social media. 

9. Warm and confident telephone skills and comfortable speaking with donors in both official 

languages. 

The University of Ottawa Heart Institute is one of Canada’s most distinguished heart health 
centres providing unparalleled care to patients, a world-renowned research institute that 
brings science from bench to bedside, and the country’s main influencer when it comes to 
preventing heart disease. Its promise remains the very pillar on which it was built: Always putting 
patients first. 
The University of Ottawa Heart Institute Foundation is the bridge that connects the programs, 
facilities and people who save lives every day, with the individual and corporate philanthropists in 
our community. 
 

Annual Salary Range: $45,000 - $53,000  

If this role as Operations Administrator resonates with you, we encourage you to apply! This could be 

your first step towards a meaningful and inspiring career.   

Please submit you cover letter and CV to Mary Sue Evans  mevans@ottawaheart.ca   

Application deadline July 16, 2021. We appreciate your interest in joining our team! Our response will be 

limited to applicants chosen for interview.  Thank you. 
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