LADY MINTO HOSPITAL FOUNDATION 
CAPITAL CAMPAIGN ASSISTANT
TWO-YEAR CONTRACT POSITION
SALARY COMMENSURATE WITH EXPERIENCE 

[bookmark: _GoBack]Lady Minto Hospital Foundation is launching a Capital Campaign and will be hiring a Campaign Assistant.  We are heading into a very busy and exciting time, raising funds for the upcoming Lady Minto Hospital Emergency Department Redevelopment Project.  This project will benefit the community of Salt Spring Island for years to come. We are looking for a committed individual who will round out our campaign team.
YOU ARE:
· An outgoing team player 
· Adaptable and able to provide support wherever needed  
· Highly organized, enjoy working on donor events and community outreach
· A self-starter who takes initiative
· Able to work flexible hours 
KEY ACCOUNTABILITIES:
· Provide administrative support 
· Prepare donor packages, correspondence, gift acknowledgement, special mailings, reports, presentations etc.
· Assist with all campaign related events
· Facilitate Campaign Committee meetings and provide support to Campaign Committee where needed 
· Create meeting notes and campaign reports 

QUALIFICATIONS:
· Minimum two years administrative support experience required
· Proficient with Microsoft Office Suite required (Excel, Word and PowerPoint etc.)
· Raiser’s Edge or similar donor database experience required
· Previous Capital Campaign experience an asset
· Event planning experience an asset
JOB POSTING WILL CLOSE NOVEMBER 20TH, 2020
PLEASE SEND COVER LETTER AND RESUME TO Sarah.Bragg@viha.ca
Please enter “Capital Campaign Assistant” in the subject line of your email
Thank you for your interest in this position and we will contact qualified candidates for an interview.
 
