
The British Columbia Society for the Prevention of Cruelty to Animals (BC SPCA)

POSITION STATUS:
Senior Officer, Will & Estate Gifts Administration



Permanent Full-time

LOCATION: 

Vancouver, BC 
CLOSING DATE:

March 10, 2019





Do you love animals? Are you a passionate and experienced Will and Estates specialist? This new role will manage a portfolio of open estate files within our high volume Will and Estates team. 

The results-driven BC SPCA Revenue Development team exemplifies excellence through professionalism, compassion and innovation. Our collaborative and dynamic team raises more than $27 million annually to help vulnerable animals across B.C. Come join us!  
Estate experience is a requirement as this position will conduct review of estate files and accounts, identifying items requiring further inquiry and corresponding with estate trustees/executors and their counsel at the request of the Senior Manager, Will & Estate Gifts. The successful candidate will manage a portfolio of open estate files and be responsible for the timely and accurate realization, accounting, reporting and allocation of these estate gifts. Their portfolio will be primarily comprised of residual gifts and may include specific gifts, matured annuities, insurance, and gifts of securities.  Additionally they will have some team responsibilities around documentation and reporting as detailed below. 

To be successful in this role you will be exceptionally organized and detail oriented.  You will bring professionalism, diplomacy and strong stewardship skills to working with allied professionals (lawyers, notaries and financial planners etc.), executors and donors.  You have demonstrated ability to critically analyze, exercise exceptional judgement and communicate for clarity. 

The BC SPCA assists nearly forty-nine thousand animals in need every year and are funded by compassionate animal lovers who support our work and partner with us to protect and enhance the quality of life for domestic, farm and wild animals in B.C. We are 123 years young and have 44 locations throughout BC, including our provincial office in Vancouver. 

The BC SPCA compensation structure is regularly reviewed and adjusted based on external benchmarks. Starting placement on the range for this position will be commensurate with the successful candidate’s experience. 
THE IDEAL CANDIDATE WILL HAVE:               
· University degree or law clerk diploma plus 2-5 years’ experience in estate administration; or an equivalent combination of education and experience acceptable to the employer.

· Working knowledge of substantive and procedural aspects of estates administration in British Columbia and income tax rules applicable to testamentary gifts to charities.

· Bookkeeping/accounting skills to the trial balance level.

· Strong communication skills and the ability to communicate complex matters with clarity. 

· Critical and analytical thinking skills.

· Organized and detail oriented

· Ability to manage a portfolio of files, perform under tight timelines and establish priorities.

· Exceptional interpersonal skills.

· Professional demeanor, attire and presentation.
· Knowledge of protection of privacy legislation and ability to maintain confidential records.

· Knowledge of databases (Raiser’s Edge experience an asset).

· Proficient user of Microsoft Office products, with strong Excel skills.
Starting salary range is $56,000-70,000; actual offer will be dependent on qualifications and internal equity.

If you are up for the challenge, are looking for an opportunity to be involved in a great cause and are legally entitled to work in Canada, please submit your cover letter with salary expectations and resume together as one document when applying to:  http://spca.bc.ca/about-us/careers/
We thank you for your interest in joining the BC SPCA; however, only those candidates selected for an interview will be contacted. No telephone calls please. 
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