Arnprior Regional Health
	FUNDRAISING COORDINATOR


	Position Information:

	Position Title:
	Fundraising Coordinator

	Department:
	(Arnprior Regional Health Foundation)

	Reports to:
	Executive Director, ARHF 

	Employee Group:
	Non-Union (Part Time, Temporary)

	Date Reviewed:
	March 2024


	Statement of Purpose:

	The Fundraising Coordinator is responsible for all Recognition events and Third Party, Special and Owned Event coordination, planning, stewardship, donor communication as well as relationships with partners, businesses, sponsors and donors. Third-Party, Special and Owned Events include, events-based initiatives and charitable lottery fundraising for, or in benefit of, the Arnprior Regional Health Foundation. 

In carrying out the responsibilities above and in the interest of patient care, the incumbent will be fully knowledgeable and committed to understanding and abiding by the corporation’s mission, vision and values while complying with applicable policies/procedures to include but not limited to, code of conduct, health & safety, confidentiality/privacy, risk management and quality improvement.


	Major Responsibilities:  

	1. Events Coordination
· Plans and coordinates all Third-Party, Special and Owned events, to follow Annual Operating Plan
· Coordinates charitable lotteries following charitable principals and in compliance with AGCO requirements
· Solicits donations, sponsorships, participants as well as recruits volunteers for Third-Party, Special, Owned Events as well as lotteries.
· Is open-minded and flexible to deliver innovative fundraising initiatives as they arise.
· Supports, solicits and manages relationships with partners, vendors, volunteers, businesses, sponsors and donors of events

· Works collaboratively with Executive Director to develop and strictly adhere to event budget(s)

· Work together and guide other staff/students to achieve success in the calendar of planned events 
2. Social Media

· Complements Third-Party, Special and Owned Events as well as lottery fundraising with the use of consistent social media advertising
· Crafts and posts other Social Media messaging as assigned and following the appropriate branding, tone and key messages of the Foundation
3. Reports on, and presents work to Foundation Executive Director on a semi-monthly schedule, to follow Annual Operating Plan   
4. Other duties or tasks may be assigned on an as needed basis



	Qualifications:

	· 1 or more years of experience in an events management roles
· Strong attention to detail with the ability to multi-task in a fast-paced environment

· Demonstrated ability to take initiative, lead, coordinate and follow-up 

· Ability to prepare a variety of documents, reports, presentations, agendas, event plans and post-mortem reporting
· Events experience (required) 

· Leads the planning, coordination and delivery of fundraising events and scheduling of meetings

· Friendly, outgoing and professional approach to serve as a liaison between staff, the community and donors

· Proficient with a variety of computer applications including Word, Excel, Power Point as well as a strong expertise in writing to follow key messaging
· A strong team player with the ability to collaborate effectively
· A professional attitude along with an outgoing and friendly personality is required with the ability to eagerly accept new challenges.

Other

· An expectation of accessibility for communication during Foundation office hours (8:00 – 4:00) is expected. However, flexibility of working hours will be honored. Understandably, evening/weekend work may be required (i.e. Board Meetings, Events Etc.)
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