
UNITED WAY OF SOUTHERN VANCOUVER ISLAND 
JOB DESCRIPTION 

 

 
Position: Philanthropy Specialist 
GRID: Grid 9 

 

 
Job Summary: 

 
The Philanthropy Specialist reports directly and works closely with the Director of Development and is a 
key role in supporting fundraising activities related to individual fundraising, grants, and foundations. 
The incumbent will have highly developed writing skills and demonstrated success in prospect research, 
strategic proposal development and grant writing, and donor engagement and stewardship. They are 
responsible for crafting Major gift funding proposals, letters of inquiry/intent, impact reports, as well as 
donor stories and awards submissions and conducting prospect research. The Philanthropy Specialist 
requires strong multi-tasking skills, outstanding communication, interpersonal and research skills, and 
the ability to work well under limited supervision. They will also establish and maintain strong 
relationships with foundation and government contacts, as well as team members in different 
departments across the organization. 

General Accountability: 
 

The incumbent of this position performs all duties and activities in accordance with the Vision, Mission 
and Values of the United Way Southern Vancouver Island and always adheres to the organization’s 
policies and procedures. 

The Philanthropy Specialist works very independently but also functions as part of an integrated 
resource development team. 

 
Revenue Generation from public, private and corporate foundations, government grants: 

• Works as part of the Development team to meet its foundation and grant revenue goals by 
retaining and growing a portfolio of funders 

• Is responsible for conducting the range of activities required to prepare, write, submit, and 
manage proposals (including all required research) to potential funding sources including 
municipal, provincial, federal government agencies, as well as corporate, private and family 
foundations 

• Assembles and submits grant requests, including letters of inquiry, proposals, budgets, impact 
reports and presentations 

• Maintains a current calendar and records in UWSVI’s database to track activities, manage 
pipeline, and report on status 

• Coordinates Grant calendar and ensures the finance department is apprised of grant details 



• Distributes impact communication to funders and submits required reports for existing grants 
• Prioritizes projects to keep multiple projects moving in a timely manner, meet numerous 

deadlines and manage supplemental material required for proposals 
• Liaises with the Community Impact department as needed for proposal preparation and grant 

reporting requirements 
• Participates in all department strategies to increase fundraising revenue and cultivate a culture 

 
Donor Management: 

• Maintains CRM records for donors, including updating donor records, ensuring donor 
preferences are captured and recorded, compiling biographical information, data entry, and 
pulling reports/queries 

• Coordinate with Finance, as appropriate, to ensure donor gifts are accurately recorded 
• Support annual campaigns with information gathering and proposal writing 
• Supports the project management for direct marketing campaigns, including 

direct mail, donor acquisitions and email marketing 
• Work with the finance department to track pledges and monthly gifts to ensure payment 
• Assist with annual donor stewardship and engagement including acknowledgement letters, 

 
• Works with Development team and Community Impact team to create persuasive funding 

proposals and impact reports for major gift and transformational donors and prospects 
• Synthesizes information from different sources and create accurate and impactful 

stewardship reports 
• Tracks, prepares, and enters award submissions, as part of the organization’s donor 

engagement strategy 
• Works with the Director of Development and the Marketing and Communications team to 

prepare relevant, persuasive and compelling communications for donors, on behalf of the 
Executive Director 

• Maintains and adheres to donor relations policies and procedures 
 

Prospect Research: 
• Researches and implements data-driven strategies to support new donor acquisition 
• Works with Director of Development and Director of Corporate Partnerships to identify new 

major gift opportunities, sponsorships and workplace campaign prospects. 
• Oversees the prospect research management system and reviews the contract annually 
• Under the general direction of the Director prepares prospect research profiles for potential 

and identified major gift and high-level annual gift prospects for UWSVI 
• Prepares prospect briefing notes to prepare Executive Director, Director(s) and major gifts 

officer for meetings. 
• Reviews and monitors donor behavior and identifies opportunities for growth from existing 

donor base using specific metrics and demographic data 
• Provides data to the team and verifies screened prospected research information (i.e. giving 

thank you cards, donor appreciation programs, and other communications via phone and 
email 

• Create drafts of gift agreements for major gifts and sponsorships 
• Assist with the preparation of the annual report and other reports to donors as needed 



capacities, affiliations, giving history, etc) as requested 
• Synthesize and analyze prospect information and classify prospects according to linkage, 

interest and financial ability 
• Review and monitor electronic and paper resources for research-related information about 

prospects, donors, and friends of the UWSVI, keeping abreast of prospect information and 
local and regional business developments and economic trends that may impact fundraising 
strategies for current donors and prospects 

• Distribute and record pertinent information in the CRM database 
• Maintain prospect research fields of data in the CRM database 
• Prepare prospect reports and assist the Development department in preparing giving and 

major gift-tracking reports 
• Perform other related duties as assigned 

 
Education and Experience: 

 
• Post-secondary degree in a discipline related to the duties of the position (Business 

Administration, Communications, Public Relations) or and equivalent combination of 
training, experience and professional affiliation 

• Minimum of three years’ experience in supporting fundraising activities and writing 
compelling fundraising materials and/or grant writing experience and prospect research 

• Proven track record of developing successful proposals and impact reports for six and seven- 
figure gift funders 

• High proficiency with Microsoft computer applications, including Word, Excel, PowerPoint, 
Outlook 

• Strong database management, experience with CRM and prospect research systems 
 

Skills and Abilities: 
 

• Skilled storyteller with highly developed writing and editing ability 
• Demonstrated ability to absorb and synthesize large volumes of complex information in 

order to prepare accurate and compelling cases of support 
• Proven research skills and proficient in locating and synthesizing material from multiple 

sources 
• Demonstrated ability to work autonomously and as a member of the team in a fast-paced, 

high volume, and professional environment 
• Proven organizational skills and the ability to multi-task and work under pressure to meet 

tight timelines with great accuracy and attention to detail 
•     Working knowledge of CRA regulations pertaining to charitable giving, an asset 
• Possesses sound judgement - must respect a high level of confidentiality; ability to exercise 

a high level of tact and discretion in both internal and external interactions is critical 
• Donor-centric, where requests from internal and external stakeholders are responded to 

with high-degree of urgency, professionalism and accuracy 
• Ability to establish long-term, collaborative relationships with colleagues built on trust, 

respect, humility and openness 



• Values diversity, equity, and inclusion 
 
 

Core Competencies: 
 

Mission-Focused 
The UWSVI’s top priority is to create real social change that leads to better lives and healthier 
communities. 

 
Relationship-Oriented 
The incumbent understands that people come first and is astute in cultivating and managing 
relationships toward a common goal. 

 
Collaborator 
The incumbent understands the roles and contributions of all sectors of the community can mobilize 
resources through meaningful engagement. 

Results-Driven 
The incumbent is dedicated to shared and measurable goals for the common good, creating, resourcing, 
scaling and leveraging strategies and innovations for broad investment and impact. 

 
 

United Way Southern Vancouver Island is a unionized workplace. Salary and benefits for this position 
are payable in accordance with the CUPE 50 collective agreement. 

 
The above reflects the general details to describe and evaluate the principal functions of the job 
identified, and shall not be taken as a detailed description of all the work requirements. 


