
 
 

Manager, Chapter Fund Development, Vancouver Island 

 

 

 

Full-time continuing position 
Vancouver Island, BC (Work from home) 

 

Posting Date: March 27, 2017 

Closing Date: April 10, 2017 

 

THE OPPORTUNITY  

 

Are you… 

 

 A savvy professional in the not-for-profit, fundraising world? 

 Passionate about helping others and seeking to make a difference for an amazing 

cause? 

 Seeking a role that encourages you to make unique and inventive contributions in? 

 Ready to hit the ground running and thrive in a busy, fast-paced work environment? 

 

If so, we would love to hear from you!  The Cystic Fibrosis Canada BC & Yukon team is 

looking for an enthusiastic, innovative and dedicated fundraising professional to help us 

bring our community fundraising events, local events and sponsorships to the next level!  

In addition to carrying out all logistical tasks, your key priority will be to provide our 

volunteers and events with excellent oversight, encouragement and support.   

Cystic Fibrosis Canada offers a caring and collegial work environment, comprehensive 

benefits, an employee discount program, as well as flexible work hours. 

MAIN RESPONSIBILITIES 

 

The Chapter Fund Development Manager is responsible for the planning, execution, 

coordination, and evaluation of the Vancouver Island Chapters’ fundraising events as well 

as oversees all Community Partners fundraising efforts on the Island. This position reports 

to the Regional Executive Director, BC/Yukon. 

  



 
 

DETAILED RESPONSIBILITIES 

 

Event Management  

 Manage all Vancouver Island Chapters fundraising, social and special events from 

start to finish, including external resources, managing event processes, coordinating 

meetings, preparing, monitoring and distributing event budgets;  

 Develop new Cystic Fibrosis Canada Community Events, and manage existing 

fundraisers/special events smoothly, efficiently to generate maximum revenue and 

exposure;  

 Work alongside committee Chairs and co-facilitate various event related 

committees;  

 Recommend strategy plan for increased revenue;  

 Manage all budgets for events in portfolio;  

 Liaise with other regional and national staff, leadership, event committees and 

volunteers; 

 Provide support as needed and as time allows to mainland team. 

 

Volunteer Coordination  

 Develop volunteer and peer to peer relationships in your designated Chapters; 

 Provide volunteer management and recognition for events as required; 

 Provide direction to volunteers for event duties; 

 Recruit volunteer committees as required;  

 Review, and distribute meeting minutes and supporting documents as required;  

 Attend Chapter meetings on a regular basis and/or as needed; 

 Oversee all Walk committees for all walks associated with the Vancouver Island 

Chapters.  

 

Communications and Marketing  

 Develop a communications strategy including traditional and non-traditional media 

components, marketing materials, announcements, photo opportunities and 

speech writing with the support and assistance of the Regional Executive Director;  

 Manage and develop event communications, media and networking activities, and 

the development of new opportunities to build community awareness;  

 Respond to enquiries from the public, including assisting with media requests;  

 Develop content submissions for the Cystic Fibrosis Canada website and social 

media; 

 Provide support as needed and as time allows to mainland team.  

 



 
 

Fund Development Management  

 With support of local Chapter volunteers, identify prospects for leadership and 

planned giving as well as corporate and foundation gifts; 

 Develop and build relationships with National Partners (e.g. Kin Canada, Health 

Partners, Advocis, Carstar, Shinerama);  

 Solicit and secure local sponsors for all Vancouver Island chapter events including 

the Walk to Make Cystic Fibrosis History; 

 Solicit and cultivate relationships with new partners and sponsors locally;  

 Oversee stewardship and cultivation activities;  

 Manage partnerships with all cystic fibrosis clinics located on Vancouver Island;  

 Develop a recognition program for donors and sponsors in the Region;  

 Record relevant activities with donors, volunteers and sponsors on Raiser’s Edge; 

 Provide support as needed and as time allows to mainland team.  

 

QUALIFICATIONS:  

 Minimum Diploma in Marketing, Event Management, Non-profit Management or 

other related field; 

 Minimum of 5-7 years of relevant experience working with events, volunteers and 

employees in a non-profit environment; 

 The ability to work well independently on several projects concurrently; 

 Excellent communication (written and oral), organizational and creative thinking 

skills; media relations experience is an asset; 

 Software proficiency in Microsoft Word, Excel, and Power Point is required; 

knowledge and experience in Auction Tracker,  Adobe Creative Suite (Photoshop, 

Illustrator, InDesign), website content management, social media, and Raiser’s Edge 

is preferred; 

 Proven track record in developing and building relationships with external 

stakeholders;  

 Project management, organizational and prioritizing skills; problem solving and 

organizational skills; attention to detail is imperative; 

 Demonstrated high energy level and flexibility, pleasant persona coupled with 

sound judgment; flexible, discreet and able to maintain confidential information, 

knowledge of correct protocol for specific situations; 

 Must possess a valid driving license and a vehicle in good condition and have the 

ability to travel across the Island frequently and to Vancouver; 

 Must be willing and able to work from home; 

 Must be able and willing to work overtime/weekend when required, and to travel as 

necessary to attend events.  



 
 

HOW TO APPLY:  

 

Please submit your resume and cover letter to hr@cysticfibrosis.ca. Please indicate “Manager, 

Chapter Fund Development, Vancouver Island” in your subject line, and include your salary 

expectations. *No phone calls please.  

 

While, we wish to acknowledge all applicants, only those selected for an interview will be contacted. 

Cystic Fibrosis Canada is committed to making the recruitment process accessible to all candidates. 

Accommodations for disabilities are available upon request. 

 

For additional information on our values (Excellence, Accountability, Caring & Teamwork), Cystic 

Fibrosis Canada and the courageous fight being waged against this disease, please visit 

www.cysticfibrosis.ca.  

 

 

 

 

mailto:hr@cysticfibrosis.ca
http://www.cysticfibrosis.ca/

