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DONOR STEWARDSHIP ADVISOR (New full-time position) 
 

CALGARY FOUNDATION 

Established in 1955, the Calgary Foundation helps create a giving and caring community by working in 

partnership with others to identify community needs and facilitate philanthropy for the long term 

benefit of Calgary and area. 

The Foundation distributed more than $40 million over the past year to all facets of the charitable 

sector. One of the largest and fastest growing Community Foundations in Canada, the Foundation has 

over 1,200 endowment funds and assets of $925 million as at year-ended March 31st, 2017.   

THE OPPORTUNITY 
 

Calgary Foundation is seeking a full-time Donor Stewardship Advisor to support relationships with CF’s 

donors. Working closely with the Donor Stewardship Team, this role helps to create and implement 

stewardship strategies that align the Foundation’s granting priorities and the philanthropic interests 

of donors. Significant emphasis is on providing knowledgeable guidance and support around 

community needs, grantmaking and Fund activity to existing donors, and often their multi-generational 

Fund successors, who have straightforward Fund structures and granting interests. This role is also 

responsible for working with the Donor Stewardship Team in stewarding more complex Funds.   

Primary outputs include: 

 Contribute to CF’s donor stewardship strategies. 

 Support assigned donor relationships. 

 Identify opportunities for alignment and leveraging between donor interests, charitable needs, 
and CF community priorities and initiatives. 

 Inform multi-generational family philanthropy discussions. 

 Act as connector and liaison between donors and charities/qualified donees. 

 Work with team members to oversee the processing, distribution and reporting of donor grants. 

 Write and produce tools and communications for donors and their families to support them in 
their philanthropy.  

 Play a strong ambassadorship role at events and gatherings. 
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QUALIFICATIONS:   

 Communications, public relations, non-profit management, or business degree from an accredited 
post-secondary institution required. 

 Minimum five years’ experience working in donor relations and stewardship, client relations, 
charitable foundation or related field preferred. 

 Highly professional, natural relationship-builder with exceptional diplomacy, listening and 
negotiating skills, and the ability to build trust and elicit confidence.  

 Demonstrated superior verbal and written communications skills. 

 Proven strong problem-solving and organizational skills, resourcefulness, and ability to achieve 
deadlines. 

 Understanding of Charities Directorate (Canada Revenue Agency) rules and guidelines relating to 
charitable gifts and donors an asset. 

 Proficient in MS Office essential, and experience with non-profit CRM software such as MicroEdge 
FIMS or Blackbaud Raiser’s Edge an asset. 

 
Calgary Foundation offers a competitive salary commensurate with qualifications and experience.   In 
addition to salary, a comprehensive benefits package and participation in a matching RRSP program is 
also offered.   

 
Interested candidates are invited to submit, via email, a resume together with their salary expectations 
and cover letter, no later than Wednesday August 9, 2017 to: 

 
Tracy Maracle 
Director, Governance, H.R. & Administration 
Calgary Foundation 
E-mail: careers@calgaryfoundation.org  

 
For additional information on the Calgary Foundation, please visit www.calgaryfoundation.org.   
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