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Position Title:   Manager, Annual Giving  

Department:   Advancement   

Immediate Supervisor:  Advancement Associate  

 

 

Nature and Scope 

In accordance with the Annual Advancement Plan, and the oversight of the Advancement Associate the 

Manager, Annual Giving is responsible for directing and managing all aspects of the Annual Giving and related 

fundraising initiatives, donor stewardship, and engaging constituents at all levels.  The Manager’s primary goal is 

grow support and meet objectives for the Annual Campaign every year.  This role also serves as the database 

supervisor, assists the Brentwood Foundation with its administration, and supports the major fundraising 

activities of the Deputy Head and the Advancement Associate.  

.  

Major Responsibilities 

 Manage the Annual Campaign (under $10,500) 

o Produce all campaign materials; 

o Manage data, segmentation, reporting and distribution. 

 Identify key fundraising prospects; 

 Manage specific fundraising projects (eg. Class Bursary Endowment initiative…); 

 Develop, implement and manage policy, tools, and process to effectively measure fundraising and 

engagement outcomes; 

 Oversee that all gift processing, receipting, reporting, acknowledgments, and pledge reminders are 

effectively and efficiently completed.  
 

Stewardship 

 Oversee stewardship process,  gift thank you matrix, and the Donor Recognition Wall; 

 Engage with named bursary recipients to ensure appropriate written correspondence with their 

benefactors;  

 As a member of the Advancement Team, engage with donors on stewardship aspects to ensure delivery of 

a superior donor experience. 
 

Communications 

 Establish a collaborative relationship with Communications & Marketing Department to develop timely, 

fresh and innovative fundraising materials; 

 Develop annual advancement content for the Brentonian magazine; 

 Assist with website updates for giving section of the website. 
 

Planned Giving 

 Together with the Director of Marketing, develop Planned Giving promotional materials as required; 

 As a member of the Advancement Team, seek Planned Giving prospects; 

 Work with the Advancement Team to develop stewardship plans for existing planned giving donors. 
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Other 

 Ensure that effective prospect research is delivered; 

 Build/maintain relationships with peer Advancement staff at other independent schools to stay current with 

leading edge practices; 

 Foundation Support:  

o Coordinate with the Chair, the Financial Manager, and the investment firm to assist with CRA regulation 

compliance and investment policies;  

o Produce meeting minutes. 

 Events:  

o Receptions and other special events as needed; 

o Donor appreciation dinner(s) and receptions;  

o Assist Alumni Relations Coordinator with events. 

 Parent Relations:  

o Manage parent volunteers; 

o Plan parent volunteer recognition event. 

 Archives: 

o Keeper of Brentwood archives.  

 

Education/Knowledge: 

 4-year University degree in Business, Communications, or English, OR a suitable combination of post-

secondary education and applicable work experience. 

 CFRE designation an asset; 

 Knowledge of Raiser's Edge fundraising software an asset; 

 Strong working knowledge of Microsoft Excel and Word;   

 Experience with fundraising in an educational environment is an asset. 

 

Experience/Skills: 

 Experience in managing an Annual Giving campaign, preferably for an independent school; or extensive 

equivalent education and experience; 

 Excellent interpersonal skills with a solid track record of recruiting and engaging volunteers and other 

stakeholders,  

 Stays current with trends:  philanthropy, social media, technology 

 A natural at networking with peers in other organizations 

 High level of attention to detail and accuracy; 

 Excellent communication skills (both verbal and written) and listening skills; 

 Proven organizational skills and ability to multi-task; 

 Experience recruiting, training and motivating volunteers; 

 Ability to work both independently and collaboratively as required; 

 Demonstrated respect for confidentiality and strong sense of professional ethics. 
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Working Conditions 

 Work environment can be high pressure due to volume at busy periods, multiple demands, 

interruptions, and deadlines. 

 This position requires some flexibility in working hours, including some weekends and evenings, and 

possibly some travel; 

 Criminal Record Check clearance is a condition of initial and ongoing employment;  

 Must be legally entitled to work in Canada. 

 

Qualified applicants should forward their applications, including cover letter and résumé, to the attention 

of Human Resources, no later than at noon on Friday March 31st, 2017. 

Fax (250) 743-8446 | hr@brentwood.bc.ca  |2735 Mt. Baker Rd. Mill Bay, BC V0R 2P1 

www.brentwood.bc.ca 
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