
 

Development and Communications Coordinator 

Job Posting 

 

The WindsorEssex Community Foundation (WECF) is a perpetual community trust that manages donated funds, makes grants 

to support community programs, and facilitates working relationships between community organizations. As one of Canada’s 

191 community foundations, the WECF helps citizens invest in building strong, vibrant, and resilient communities. Since 1983,  

the Community Foundation has granted over $9 million to organizations who are helping to make Windsor-Essex an even 

better place to live, work, play, and grow.  

 

The WindsorEssex Community Foundation is currently seeking a Development and Communications Coordinator. The 

Development and Communications Coordinator will support the development and communication strategies of the 

WindsorEssex Community Foundation. It is the role of the Development and Communications Coordinator to implement and 

grow a sustainable fundraising plan with a particular focus on cultivating individual major donors and relationships with 

organizations. The Development and Communications Coordinator is also responsible for preparing outreach materials, 

overseeing mass communication, managing donor and outreach data, database management, and ability to maximize the 

use of technology. Interested applicants who feel they possess the required qualifications and skills as outlined below are 

encouraged to submit their cover letter and resume to the WindsorEssex Community Foundation 

 

Position:    Development and Communications Coordinator  

Location:    WindsorEssex Community Foundation 

Reports to:   Executive Director 

Status:     Full-time hours 

Salary     $44,000 annually and benefits  

Relevant Work Experience: Minimum three-years of development and/or communications experience  

Application Deadline:  July 25, 2021  

 

 

Qualification or Skill Requirements: 

- College or University degree or relevant community experience 

- Proven leader with a minimum of 3 years of philanthropic experience or transferable  skills paired with extensive 

involvement as a volunteer in the sector 

- Management experience in a charitable organization an asset 

- Demonstrated success in fund development or sales environment 

- A compelling commitment to the philanthropic sector and demonstrated interest in community development 

- Self-motivated, self-disciplined individual with initiative and drive to succeed in a complex and ambiguous 

environment 

- Mature; well-honed judgement, innovative thinker with ability to problem solve 



- Highly developed communications skills: written and verbal. Strong public speaker. 

- Strong relationship development and interpersonal skills, ability to consult and work with wide range of partners 

and stakeholders 

- Entrepreneurial and resourceful with strong administrative and organizational skills. Able to handle a variety of 

tasks with little support. 

- Excellent computer skills, including experience with Microsoft programs (ie: PowerPoint, Word, and Excel) 

- Knowledge of WordPress and Adobe software 

- Must have access to transportation 

- Attention to detail and accuracy 

 

Duties & Responsibilities: 

Fund Development 

- Seek out new relationships to build perpetual endowment funds and build the assets of the Foundation.  

- Initiate and managing a comprehensive asset development program with specific targeted results.  

- Develop and maintain relationships with professionals to encourage consideration of the WECF in estate plans and 

planned giving. 

- Develop and maintain relationships with organizations to leverage the WECF and build their endowments within 

the WECF.  

- Seek out grant opportunities; write proposals; report on progress 

- Review and approve all agreements  

 

Marketing, Public Relations & Communication 

- Implement a broad communications strategy (including brand identity development) to build awareness and 

interest in the WECF amongst potential donors, potential grant recipients, financial advisors, and community 

partners 

- Attend events and participate in community activities to build networks 

- Make presentations to groups as part of the ongoing public relations effort in attracting new funds to the 

Foundation 

- Ensure that the website (update, revise, add content) is maintained and current 

- Keep current on use of new technology for engaging the public 

- Oversees the preparation and distribution of a variety of communications such as media releases, newsletters, 

pamphlets, and reports, and oversees the maintenance and messaging of the public website and other 

communication formats including print and social media.  

 

Donor Stewardship 

- Build and maintain strong relationships with donors 

- Ensure appropriate reports are provided to donors on their funds 

- Implement donor stewardship program 

- Provide consistent care for all donors and supporters of the Foundation by providing a level of communication, 

interest and appreciation and implementing strategies to support. 

 



Management and Administration 

- Ensure an efficient office to serve donors and grantees 

- Ensure operating policies and procedures are followed 

- Ensure that the general office administration activities including mail, purchase of supplies, and data collection and 

input are carried out effectively 

- Ensure that information requirements are provided in a timely and appropriate manner to stakeholders, including 

auditors, board, and media 

- Assists with the development of reports and communication from the information in the database (such as contacts, 

financial information, and grant distribution), and organizes the data for the retrieval of reports related to 

communications, etc.  

- Assists with the implementation, coordination and evaluation of all major Foundation programs to create greater 

value and awareness. Such programs include, but are not limited to the Vital Signs Program, Inspiration 100 Program, 

the Vitality Program, Random Act of Kindness Day, major fundraising initiatives and any other initiatives that raise 

awareness in the community and greater financial support of the Foundation and community. 

- Perform other duties as assigned. 

 

 

Interested applicants are required to submit a résumé and cover letter for this posting to: 

WindsorEssex Community Foundation 

Attn: Lisa Kolody, Executive Director  

info@wecf.ca 

 

We thank all candidates for their interest in this position; however, only those selected for an interview will be contacted. 

The WECF is committed to providing those with disabilities equal opportunity to access its services and employment opportunities. The 

WECF is pleased to provide a workplace open to inclusivity in its hiring practices of those with disabilities. Requests for accessibility can 

be made by contacting the Foundation office. 

mailto:info@wecf.ca

