We are hiring a temporary, full-time

COMMUNITY ENGAGEMENT COORDINATOR
Parental Leave coverage 9 -15 months with the potential for extension

A dynamic, community-minded individual with exceptional skills in:
Marketing and promotion
Communication
Evaluation, research, and writing
Engagement with diverse populations

Your primary responsibilities:
•
•
•
•
•

Oversight of CFSEA granting programs
Implement and evaluate marketing strategies
Coordinate all publications and social media platforms
Research and data collection; project management
Staff support to CFSEA Committees

Your qualifications:
•
•
•

Post-secondary diploma/degree or combination of education/experience in fund
development & the voluntary sector
Extensive knowledge of community, resources, and services
Exceptional communication, interpersonal, organizational and IT skills

The Community Foundation of Southeastern Alberta builds permanently endowed charitable
funds for the changing needs and opportunities of the region; makes responsible and forwardthinking grants and provides leadership that contributes to the health and vitality of SE Alberta.
If you want to be part of a super star team that is all about positive impact, send a cover letter
and resume by Wednesday, October 12, 2022 to:
Niki Gray, Executive Director
Community Foundation of Southeastern Alberta
#104, 430 – 6th Avenue SE
Medicine Hat, AB T1A 2S8
niki@cfsea.ca

JOB DESCRIPTION
COMMUNITY ENGAGEMENT COORDINATOR (CEC)
The Community Foundation of Southeastern Alberta serves the region by building permanently endowed
charitable funds for the changing needs and opportunities of the community, making grants, and providing
leadership that contributes to the health and vitality of the community. It is a public foundation governed by a
Board of Directors.
Reporting to and working closely with the Executive Director (ED), the CEC will be responsible for planning and
executing events and activities related to key programs and campaigns undertaken by the organization, such as
Grants and Community Leadership. The incumbent will have experience in communications/marketing, granting
writing and evaluation, and event management.
Duties and Responsibilities
• Oversees the implementation and evaluation of all granting cycles.
• Contribute to and helps implement plans to engage donors, supporters, and volunteers.
• Develop and maintain project schedules and timelines for events.
• Oversee administrative tasks associated with event invoicing, letter preparation, contracts, Board
meetings and stakeholder correspondence.
• Participate in the implementation of the communications and marketing plans for each event.
• Ensure data regarding stakeholders and events on the Foundation database is current and accurate,
including all data entry and information updates.
• Oversee marketing and communications for the CFSEA.
• Asist with donor engagement and stewardship.
In addition to event planning, general communications duties and projects, and other work as assigned, work
closely with the ED, the CEC is responsible for carrying out activities related to Grants, Community Leadership
and Marketing/Communication and working with the respective committee Chairs.
Grants
The CEC works with the Executive Director to ensure that grant applications are in compliance with regulatory
and policy requirements and donor wishes.
•
•
•
•
•
•
•
•

Coordinates the Community Foundation’s Community Grant programs twice a year, Community
Impact Awards, Scholarships, Designated, Donor Advised, Field of Interest Funds and any other
granting opportunities.
Identifies targeted funding opportunities
Marketing of grant opportunities ensuring transparent and open calls for applications and diversity
of organizations.
Assists in ensuring a diverse and equitable representation of members on the grants committee.
Oversee the Youth in Philanthropy Program.
Helps develop and ensure transparent and fair evaluation practices for determining successful grant
applications.
Evaluates the success of the grant programs in terms of diversity and awareness.
Responsible for ensuring any related clerical/admin duties are completed.

Community Leadership and Event Planning
•
•

To be a knowledge hub, connecting donors with needs and providing education and insight to the
whole community on issues – current and emerging - that are impacting their quality of life.
To link all pillars of the community together to create healthy and vibrant communities.

•
•
•
•
•
•
•
•

To foster a feeling of leadership within the area and that the Community Foundation is the
organization best suited and prepared to research, co-ordinate, collaborate and establish initiatives
necessary to the wellbeing of the citizens Southeastern Alberta.
To lead the steering committee for the implementation and evaluation of the Vital Signs initiative,
including observations, updates, and emerging trends in key priorities.
Provide the opportunity for people to convene, have a voice and become engaged in the place they
work, live, and call home.
Provide oversight and assistance with promotion and implementation of the Community Impact
Award Program, Vital People, Online Charity Hub, and other impromptu initiatives.
Participate in public gathering and event opportunities as appropriate.
Review periodically the Committee Terms of Reference and provide amendment recommendation
to the Executive Director.
Act as a community champion of the Foundation.
To assist in the management for the delivery of all Vital Signs Initiatives.

Marketing and Communications
•
•
•
•

Oversee the audit of all marketing and communications materials.
Oversee all publications including newsletters, reports back to the community and Annual Report.
Responsible for all social media accounts and website.
Track and evaluate marketing activities and social media analytics; revise as necessary.

Knowledge and Skills
• Research, evaluation, and critical thinking skills.
• Public speaking skills and comfortable working with groups, (small and large).
• Expertise in the development, organization, administration, and execution of special events and keeping
pre and post event details.
• Strong interpersonal skills in establishing successful working relationships both internally and externally.
• Ability to identify and implement improvement strategies and best practices.
• Excellent oral and written communication skills.
• Proficiency in the use of all Microsoft Office applications and working knowledge of donor database
systems.
• Strong administration, organizational (time management), analytical, and problem-solving skills.
• Ability to multi-task, manage and meet numerous tight deadlines.
• Must be able to work well independently and as a member of a team.
Qualifications and Experience
Minimum completion of a post-secondary diploma/degree in communications, public relations or marketing or a
related field; bachelor degree preferred or relevant expereince
• Minimum of two years proven results with the management of small and large events/fundraisers
• Marketing and/or media relations experience is an asset
• Proven ability to establish effective working relationships with management and boards
Hours of Work and Remuneration
This is a permanent full-time position that averages 37.5 hours per week. This position is covered by legislated
benefits (EI, CPP), vacation (as per current Human Resource Policies), health benefits, and statutory holidays.
The Community Engagement Coordinator is expected to deal professionally and effectively with the volume of
work characteristic of managing important programs in a growing community foundation. This requires a strong
work ethic, a willingness to conduct activities outside the office environment as well as outside the office
working hours all while maintaining a professional, non-political, non-biased approach.

