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United Way of Kingston, Frontenac, Lennox and Addington 
 

Job Description  
 
 
1. Job Identification 
 

Job Title: Campaign Coordinator 

Department: Campaign 

Job Reports to:  Campaign Director 

Salary Range: $30,000 - $40,000 

Creation Date: April 2011 

Revision Date: January 2017 

 
2. Job Overall Purpose 
 
The Campaign Coordinator reports to the Campaign Director (CD), providing 
administrative support to the annual campaign.  
 
The Campaign Coordinator is responsible for the timely creation and disbursement of 
the campaign newsletter, monitoring daily and providing regular updates on all campaign 
projects, maintaining accurate and complete information about events and photo folders, 
maintaining an accurate inventory and count of campaign materials and supplies, 
support meetings, ensuring there is no delay or gap in service as a result of incomplete 
information or material. 
 
The Campaign Coordinator supports the campaign staff with reports as required (activity 
lists, tracking documents, centrally coordinated campaign reports), developing and 
updating materials (i.e. account histories, CEO kits, workplace kits), and making sure all 
information is always accurate, updated and available when required. 
 
3. Job Responsibilities 
 

Responsibilities % 
Administration 

 Assist with scheduling and meetings, including preparation, for the 
Campaign Director and the annual campaign 

 Coordinate campaign related meetings, training, events and 
functions, including supplies, room booking, ordering food, 
logistics, etc. 

 Maintain updated and complete centralized files and binders 
including events, permanent account files, campaign materials and 
campaign binders 

 Assist with the accurate input into the database 
 Update and maintain contact information in shared contacts and 

database, developing and maintaining updated lists as required 
 Work closely with Campaign Director to schedule campaign 

40% 
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meetings with cabinet, workplace CEO’s, and others 
 Ensure that campaign activity is accurately updated in database 

software on a weekly basis and that a weekly report is shared with 
campaign staff, Loaned Representatives (LR’s) and CEO.  

 Supports the process for producing centrally coordinated campaign 
reports and account histories (report download, formatting and 
distribution) to ensure accurate collection and reporting of 
campaign results 

 Provide support to reception  
 Answering phone and greeting visitors when required 
 Monitoring emails and auctioning or forwarding as appropriate 
 Support training programs (including LR and Employee Campaign 

Coordinator (ECC) training) by coordinating supplies, assist with 
binder, training materials, etc. 

 Maintain notes of campaign meetings 
 Provide administrative and logistical support to the Campaign 

Director for committees, Next Gen Cabinet, Campaign Cabinet 
Campaign Materials 

 Ensure Relationship Managers are kept informed regarding 
workplace requests  

 Support the process for invoicing of external customers for 
campaign related sales and sponsorships, working closely with 
Finance Department 

 Assist with coordination of promotional material  
 Perform all administrative functions related to purchases for 

campaign and promotional materials (including quotes, proofs,  
and seeking approvals)  

 Ensures that campaign supplies are organized at all times tracking 
inventory and completing year-end inventory report 

 Keep campaign supply room organized, neat and tidy 
 Liaise with vendors to coordinate information and maintenance as 

required 
 Provide monthly reconciliation of campaign inventory vs. inventory 

listing to CD by the 10th of every month 
 Monitor campaign supplies that are signed out to workplaces 
 Track, maintain inventory and ensure delivery and return of 

banners, aprons and other supplies loaned out 
 Coordinate incoming requests from various workplaces for 

campaign supplies 
 Work with Relationship Managers on producing campaign kits, 

CEO packages, cabinet packages and other campaign information  
 Liaise with printers, designers to manage accurate and timely 

production of campaign materials  
 Create and edit new campaign-related materials in a timely 

manner, as required, and under the direction of senior 
management 

 Ensures all campaign materials are catalogued, stored and 
available to campaign RM’s and LR’s 

30% 
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Communications and design 
 Coordinates and provides information for weekly communications 

(i.e. Way to Go) to Campaign Director to ensure accurate and 
complete data and reports 

 Write, format in Andar, oversee InDesign format, obtain approval, 
and distribute newsletter via Andar email 

 Design flyers and materials as required 

15% 

Events  
Workplace events 

 Maintain wall calendar and binder for workplace events 
 Ensure information is available, complete and accurate, liaising 

with RM’s. LR’s and included in newsletters  
 Support workplace events through coordination of photography 

and maintaining updated and timely uploads in folder 
Community events 

 Coordinate ticket sales for campaign events as required 
 Assist with promotion of events, working closely with CD and 

Communications Specialist 
 Accurate table map, ticket sales list, materials for events including 

but not limited to; kickoff, touchdown, awards luncheon 
 Assist with event set up and teardown 
 Support Fare For Friends, including design and production of 

program 
 Produce awards, program and other logistics for awards luncheon 
 Assists with the coordination and event management of specific 

campaign events as required 
 

10% 

Other duties 
 Other duties as may be assigned or may come up as part of 

organizational requirements 

5% 

 
The above statements reflect the general details considered necessary to describe the 
principal functions of the job as identified, and shall not be considered as a detailed 
description of all work requirements that may be inherent in the job. 
 
4. Job Qualifications 
 
Education:  

 Graduate from a recognized college with fundraising, office administration or 
business diploma or equivalent education and experience 

    

Experience:  

 Two years recent related experience in a fast paced complex office setting, 
ideally with a non-profit agency 

 

Knowledge, Skills and Abilities: 

 Advanced knowledge of MS Office Suite programs 
 Knowledge of Adobe Creative Suite and MS Project is an asset. 
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 Proficiency in French is an asset 
 Strong written, verbal, interpersonal and communication skills 
 Ability to work in a flexible office environment  
 Excellent organizational and time management skills 
 Ability to prioritize conflicting demands and work within tight deadlines 
 Ability to work independently 
 Leadership style that enjoys coaching, collaborating and providing guidance to 

other members of the team including campaign volunteers 
 Willingness to work flexible hours, including evenings and weekends to meet 

deadlines 
 Must possess a vehicle and valid driver’s license 

 
 

5. Core Competencies 
 
Competency Attributes & Behaviours 

Mission-focused 

Ability to link donor, volunteer, and 
advocates’ aspiration to needs; Ability 
to catalyze others’ commitment to 
mission; Strives vigorously to 
accomplish shared goals; Separates 
one’s own interests from organizational 
interests in order to make the best 
possible judgments for the organization 

Relationship-oriented 

Understands what motivates 
individuals and organizations; Values 
diversity and inclusion; Effectively 
communicates; Treats others with 
respect and dignity; Actively listens to 
and facilitates diverse input and 
contributions 

Collaborator 

Seeks and shares knowledge of 
community; Takes collaborative 
approach to addressing issues; 
Focuses on shared goals; Mobilizes a 
broad range of sectors and resources 

Results-driven 

Has a searing focus on results and can 
effectively communicate goals and 
impact; Advocates for support of 
education, income, and health; 
Promotes innovation / willing to take 
risks; Develops relationships to drive 
resources and results; Has the 
necessary organizational skills to 
deliver on business model 

Brand-steward 
Acts with integrity and strong ethics to 
foster trust at all levels (personal, 
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market, societal); Internalizes the 
meaning and commitment of United 
Way and consistently acts according to 
its value and purpose; Demonstrates 
the values of the network; is a good 
system-citizen; Is accountable and 
transparent with all stakeholders 

Drives Revenue & Impact 

Effective Fundraiser; Connects with 
People; Ambitious and Relentless; 
Interpersonal Communicator; 
Persuasion and Influence 

Strategic Relationship Building 

Creates Win/Win Relationships; 
Maximizes Lifetime Donor Value; 
Prospect Management; Effective 
Selling; Cultural Awareness; 
Networking 

Effective & Engaging Communicator 
Story Teller; Skilled Communicator; 
Strategic Communicator; Connects 
with Audience; Internal Collaborator 

Embracing & Managing Change 

Constructive Optimism; Manages 
Change; Demonstrates Resilience; 
Demonstrates Flexibility; Manages 
Ambiguity 

Entrepreneurial & Innovative 
Business Acumen; Risk Taking 
(calculated); Steward Donors; Takes 
Initiative; Effective Persuasion 

General Marketing Acumen 
Strategic Marketing Acumen; Digital, 
Media and Tech Savvy; Project 
Management; Curiosity; Influencing 

Planning and Implementation/ 
Execution 

Strategic; Project Management; 
Acquires Resources; Engages 
Partners; Seeks & Shares Knowledge 

 
6. Working Relationships 
 

Most Frequent Contacts Nature or Purpose of Contacts 

President and Directors 
 
Managers, Coordinators 
 
Donors 
 
Volunteers 
 
Other United Ways 
 
Vendors/suppliers 

Support 
 
Discussion, advising, decision making 
 
Enquiries 
 
Communicating 
 
Communicating, research of best practices 
 
Enquiries, negotiations, communicating 



Campaign Coordinator  Page 6 

 
7. Decision-Making Authority 
 
 
Setting priorities and workload balancing 
Purchasing of campaign related office equipment and supplies 
Coordinating requests made by external sources to appropriate decision maker 
Coordinating activities during campaign 
Day to day: addressing front office enquiries 
 

 
8. Other Information 
 
      
 

 

For Human Resources Use Only 

Classification: Coordinators 

Associated Position Number(s):  

Number of Incumbents: 1 

Number of FTEs: 1.0 

 
1. Working Conditions* 
 
A.  Physical Effort 

  
Much of the time is spent in a comfortable position with frequent opportunity to 
move about.  Infrequent need to move or lift articles. 

 
B.  Physical Environment 

  
Located in a comfortable indoor area.  Any unpleasant conditions would be 
infrequent and very mild. 

 
C.  Sensory Attention 

  
Regular need to give close attention, either hearing or seeing, to what is 
happening. 

 
D.  Mental Stress 

  

Work and environment change very little over time.  Some pressure from 
deadlines, production quotas, accuracy or similar demands.  Possibility of some 
mildly unpleasant social contacts and/or some concern about possible 
unpleasant situations. 

* for a full listing of all possible working conditions please contact the Office Manager at 613-542-2674 

  
 


