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Capital Campaign Project Assistant

Are you energetic, organized, dedicated, and professional?   

Are you looking to make a difference?

We are currently seeking a Capital Campaign Project Assistant:  A position where you will work closely with the Executive Director to successfully complete the Capital Campaign to build Edmonton’s first stand-alone treatment centre for children with autism:  THE MAIER CENTRE FOR AUTISM SERVICES.  

You will:
· Contribute to and support the development, planning, and implementation of our current capital campaign 

· Provide administrative support for charitable donations including donor recognition and CRA receipt tracking and management

· Assist in the coordination and planning of special events, major gift solicitation, and prospect research

· Assist with writing and production of relevant fundraising and marketing materials (grant/proposals, news releases, etc…)  

· Support and coordinate event publicity

Qualifications:
· Applicants should have related education and/or experience in fundraising or project management.

· Applicants must have excellent written and verbal communication skills as well as mature interpersonal skills and a professional interaction style.

To apply for this position, please submit your resume and cover letter to terri@childrensautism.ca or via fax to 780-484-9265.  Please contact Terri Duncan at 780-233-7837 if you have questions about this position.
Please see our website for detailed information about our organization. www.childrensautism.ca 
