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Role Posting: 
Donor Relations and Gift Processing Manager
	Posted: June 23, 2026
	Closing: July 10, 2026


			Why L’Arche Canada                                                                                                                                                                                      
L’Arche Canada is part of a global movement working to change how people with intellectual disabilities are seen—from people defined by their needs to people with gifts to share.  L’Arche Canada belongs to the international federation of 160 communities in 38 countries.
At the heart of L’Arche are communities where people with and without intellectual disabilities share daily life—building relationships of mutuality, belonging, and friendship. Across Canada, more than 500 people live in L’Arche homes and over 600 participate in community programs.
Together with more than 1,400 staff and volunteers, we create spaces where people can grow, contribute, and be recognized for who they are.
Our vision is a world where people with intellectual disabilities have the voice, support, and opportunity to shape their own lives and communities.  
Come contribute to our dynamic mission!!!




We are excited at the prospect of you joining our L’Arche Canada team and look forward to the impact your vision and dedication will bring to our shared mission.










	








	













	Location: Preferably based in Richmond Hill/Toronto area
Start Date:  July/August 2026
	Salary Range: $66,000-72,000 commensurate with experience
Accountable To: National Philanthropy Director

	


We are seeking a Donor Relations & Gift Processing Coordinator to play a key role in supporting our mission through both strong relationships and reliable data.
This role sits at the intersection of donor experience, data integrity, and financial administration. You will support the full lifecycle of giving—from responding to donor inquiries and building meaningful connections, to ensuring gifts are processed, recorded, receipted and reconciled with accuracy and care.
Your work will help ensure donors feel valued and connected, while strengthening the systems and processes that uphold trust, accountability, and excellence across our fundraising operations.

Major Duties and Responsibilities:  

1. Donor Data & CRM Management
· Maintain accurate donor and gift records in Raiser’s Edge NXT 
· Create and update constituent records, ensuring data integrity and completeness 
· Conduct regular data quality checks and manage NCOA updates 
· Generate reports and support data requests for fundraising and leadership 
· Act as primary liaison with CRM provider (Blackbaud) 
· Supervise part-time data entry support 
· Identify and implement improvements to systems and processes 

2. Gift Processing & Receipting
· Receive, process, and record all donations (mail, online, phone, EFT) 
· Deposit cheques and process credit card transactions 
· Administer recurring giving, including monitoring and follow-up on failed payments 
· Process gifts of securities in coordination with financial partners 
· Issue accurate charitable tax receipts and acknowledgements in compliance with CRA guidelines 
· Investigate and resolve discrepancies in donor records or transactions 
· Maintain confidentiality and strong internal controls 
3. Donor Relations & Stewardship
· Serve as the first point of contact for donors and the public by phone and email 
· Respond to inquiries with warmth, accuracy, and timeliness; escalate as needed 
· Build strong donor relationships through thoughtful, service-oriented communication 
· Address donor questions related to gifts, tax receipts, and records 
· Support donor stewardship through thank-you calls and personalized acknowledgements 
· Draft and adapt donor communications using approved templates 
· Foster a culture of gratitude, respect, and belonging in all interactions 
4. Financial Reconciliation & Reporting
· Reconcile donation records with banking and finance systems 
· Prepare regular reconciliation reports (monthly, YTD, and campaign-specific) 
· Support month-end, year-end, and audit processes 
· Ensure accuracy and completeness of data shared with Finance 
5. Office & Administrative Support
· Act as point person for office operations 
· Manage office-related logistics and support organizational needs 
· Provide administrative support to the fundraising team 
· Contribute to a collaborative, values-driven team environment

Qualifications:
· 3–5 years of experience in donor relations, gift processing, or nonprofit database management 
· Experience using Blackbaud Raiser’s Edge NXT 
· Strong understanding of Canadian fundraising practices, CRA receipting, and donor compliance requirements 
· Experience with financial reconciliation, reporting, and recurring donation/payment processing 
· Strong proficiency in Excel and data management 
· Excellent donor communication and stewardship skills
Assets
· Bilingualism (English/French) 
· Experience with gifts of securities 
· Experience with online donation platforms and payment systems 
· Experience in a national or multi-site nonprofit environment

How to Apply: We are reviewing applications on a rolling basis and encourage early submission.
Please click link and submit your resume and a brief cover letter outlining your experience and interest in the role.
https://workforcenow.adp.com/mascsr/default/mdf/recruitment/recruitment.html?cid=b819cd6c-7031-46d9-906f-cee53ca863af&ccId=9200909054831_2&jobId=632174&lang=en_CA&source=CC2
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