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AUTISM ONTARIO-SARNIA-LAMBTON CHAPTER

JOB DESCRIPTION
CHAPTER DEVELOPMENT COORDINATOR (1.0 FTE)
TITLE:  Chapter Development Coordinator – Sarnia Lambton Chapter

REPORTS TO:  Manager of Chapter Development & Fundraising, Chapter President or Delegate and Executive Director

JOB SUMMARY:  Provides a professional level of customer service to all internal and external stakeholders and the general public. The main areas of responsibility are Fundraising, Office Administration and Community and Client Relations.
SALARY:  $30,000 based on a 37.5 hour work week. 

1. Office  Administration: 36%
· Follow all organizational policies and procedures

· Maintain office records-filing system

· Receive phone calls, emails in daily log and track all information packages that are distributed in respective log

· General office duties to ensure professional atmosphere

· Docket activities

· Assist in scheduling meetings, appointments or conferences as directed

· Update participant and member information database

· Book meeting and program locations as necessary

· Maintain the calendar of events

· Manage the membership payments, lists, (provincial reconciliation)

· Maintain registration lists

· Assist in database operations as they pertain to programs IE: recording participants, program payments, receipting and thank-you’s 

· Bookkeeping/accounting responsibilities as delegated by Chapter Manager

· Support CLC through the creation of agenda, minutes, etc.

· Ensure that office, office equipment, and office supplies are maintained

· Support and track donors (grants, corporate, service clubs) requests and activities.

· Perform other job-related duties as reasonably assigned by the Chapter Manager or President

2. Community and Client Relations: 27%
· Receive phone calls and greet internal and external visitors to the office/programs

· Take workshop registration

· Provide general reception duties

· Undertake stakeholder recognition as needed (ie. Newspaper ads, thank you cards/letters)

· Develop and leverage relationships with media contacts

· Website design and maintenance

· Support Chapter operated events, workshops and other learning opportunities.
· Assist in the development and promotion of library/lending program resources
3.  Fundraising 37%

· Working with volunteers, generate financial resources to sustain Autism-Ontario Sarnia-Lambton Chapter and its programs (seek and obtain funding from government, foundations, the corporate sector, etc.)

· Coordinate fundraising efforts from existing and new sources

· Foster and maintain a positive relationship with event sponsors and funders.

· Support the Council in fundraising activities

· Support and track event activities

· Daily operations of the fundraising database including data entry, receipting, thank you’s , reports and maintenance

· Support and track donor (grants, corporate, service clubs) requests and activities.

· Support fundraising committees

MAJOR INTERNAL CONTACTS:

Manager of Chapter Development & Fundraising, Chapter President, Program Manager, Chapter Liaison, Executive Director, Provincial Office Departments, Staff from other Chapters

MAJOR EXTERNAL CONTACTS:

Members, Donors, Sponsors, Media, Event Participants and general public

COMPETENCIES:

· Proven ability in revenue generation

· Experience in event planning

· Strong written and verbal communication skills

· Ability to work unsupervised and stay on task

· Knowledge of bookkeeping 

· Records maintenance skills

· Pleasant phone manner and good interpersonal skills

· Familiarity with Autism Spectrum Disorders

· Flexibility for evening and weekend work is required

QUALIFICATIONS:

· Solid computer skills

· College diploma or equivalent work experience in a related field
· Minimum one year experience in fundraising setting/ non-profit sector
· Must pass Vulnerable sector screening police clearance check 

· Fluency in French is an asset
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