
 
 
Communications and Development Manager 
Ontario Land Trust Alliance is seeking a highly motivated, experienced person to 
support our fundraising; coordinate our communications; administer our databases 
and develop our social media presence. 

We are looking for a candidate who understands the world of non-profits, ideally in 
the environmental sector, has experience in fundraising and communications, and 
who cares about our mission. The person we are seeking will be a strong multi-
tasker, able to handle multiple deadlines, and be able to work with our members, 
volunteers, and alongside OLTA’s other staff. 

Responsibilities: 

The Development and Communications Manager reports to the Executive Director 
and will support OLTA by managing its fundraising and communications. 

Working under the supervision of the Executive Director, the Development and 
Communications Manager will: 

• Research and develop policies, procedures and workflow processes in 
keeping with fundraising industry context for small charities. 

• Create correspondence such as proposals, thank you letters and program 
outcome information. 

• Undertake exploration and discovery of grant sources, compose letters of 
interest, writing formal proposals and submissions based on direction and 
priorities of Executive Director. 

• Research, purchase and initiate customer relationship management (CRM) 
software, input data from existing sources and integrate CRM in operations, 
websites and social media platforms. 

• Manage and update databases to record member/speaker/sponsor contact 
and preferences. 

• Maintain our donor database, support donor recognition strategies, coordinate 
layout and printing of materials for donor mailings, issue charitable receipts, 
and process donation transactions. 

• Maintain and grow our social media and other media presence. 



• Other duties as assigned. 

 

We are looking for someone with: 

• A post-secondary diploma in fundraising or equivalent combination of 
education and experience, particularly in non-profit administration. 

• At least five years of experience in an office environment providing 
fundraising, communications and event support. 

• Excellent written and verbal communications skills. 
• Thorough knowledge of MS Office, experience with fundraising tools such as 

Sumac, Eventbrite, and Canada Helps and proficiency with Adobe software is 
an asset. 

• Experience in social media outreach. 
• Entrepreneurial skills, ability to work independently with little supervision as 

well as collaboratively as part of a team. 
• Ability to prioritize and manage several different and varied tasks 

simultaneously, and meet tight and often competing deadlines. 
• Ability to work outside regular business hours on some occasions. 

Employment Type 

This is a part-time (3 days per week) position initially for a period of 12 months, with 
the possibility of extension. The position is based at the OLTA office in downtown 
Toronto. Hours are flexible for the right candidate, occasional travel within Ontario is 
anticipated. 

TO APPLY: Applicants are invited to submit a resume and cover letter clearly 
demonstrating how the eligibility requirements have been met. Contact information 
for three professional references should be included. 

Applications must be submitted by e-mail only to admin@olta.ca by 11:59PM on 
October 22, 2017. Please include Development and Communications Manager in 
the subject line of the e-mail. 

We thank all applicants for their interest, however, only those selected for an 
interview will be contacted.  
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