

[image: Trent University Logo]OPSEU JOB DESCRIPTION



Job Title: 		Annual Fund & Engagement Coordinator	 
Job Number:			A-381 | VIP: 1556			
Band:			OPSEU-8
Department: 			External Relations & Development
Supervisor Title: 	Director, Alumni Engagement & Services 
Last Reviewed:			September 22, 2026

JOB PURPOSE:
Reporting to the Director, Alumni Engagement & Servies, the Annual Fund & Engagement Coordinator is responsible for mass electronic communications and delivery of annual fundraising campaigns across digital and print channels. The Digital Engagement Coordinator is the portfolio’s primary operational resource for constituent list extraction and mass electronic communications. The position is responsible for producing constituent lists and deploying mass electronic communications in support of annual giving, Trent magazine, philanthropy, stewardship, events and other External Relations & Development activities. The Annual Fund & Engagement Coordinator is also the portfolio’s subject matter expert and primary resource for fundraising segmentation planning and campaign, including extracting targeted lists, supporting email and print campaigns, and analyzing constituent engagement and campaign performance. This position provides ongoing reporting and development of technical strategies to identify, segment and extract prospect records in accordance with the Director-level fundraising objectives. 
KEY ACTIVITIES:
Website
· In consultation with the Director, Alumni Engagement & Servies:
· Acts as the portfolio’s subject matter expert in support of the development and creation of the annual fund online presence.
· Maintains new and existing webpages. 
· Produces and maintains an editorial and content calendar to support annual fund goals
· Schedules, monitors, and sends mass electronic communications 
Digital & Print Annual Fund Campaign 
· Develops and executes segmentation data extracts to facilitate targeted communications.
· Identifies appeal populations and globally applies coding to records in order to track outcomes.
· Produces queries and communications lists for campaign mailings and other publications.
· Develops and maintains database coding and tracking practices for annual fundraising campaigns and constituent engagement, ensuring activities and responses are accurately captured to support segmentation, campaign analysis, prospect identification, and reporting.
· Analyzes constituent engagement, segmentation outcomes and campaign performance to identify trends and opportunities and inform future fundraising strategies.
· Produces ongoing campaign reporting and analysis to support annual fund planning, evaluation and Director-level fundraising objectives.
Constituent Lists, Segmentation and Mass Electronic Communications
· Responsible for all constituent list pulls, database queries, exports and audience files required by External Relations & Development for alumni engagement, fundraising, stewardship, events, direct mail and other portfolio activities. 
· Receives audience criteria and business requirements from portfolio leads and translates these requirements into database queries, constituent selections and data extracts. 
· Deploys all portfolio mass electronic communications using the University’s approved email platform. 
· Applies appropriate segmentation, exclusions, consent requirements and data criteria to ensure accurate and compliant audience selection. 
· Conducts quality assurance of recipient lists and email deployments prior to distribution. 
· Maintains documentation of queries, audience criteria and deployment processes to support consistency and repeatability. 
· Produces routine reporting on email delivery, opens, clicks and constituent engagement. 
· Develops more complex segmentation and data extraction strategies in support of annual giving and fundraising campaign objectives.
Additional Reporting, Analytics
· Sets up and monitors any necessary activity tracking software or applications (e.g. Google Analytics, Blackbaud tracking, Website crawler reports, SEO optimization, search functionality, etc.)
· Creates and produces reports either as stand-alone reports or to provide information to existing reports (e.g. Benchmark, Fundraising, etc.)
EDUCATION REQUIRED:
· University Degree (Honours) in a relevant field (Computer Science, Statistics, Business/Marketing, Communications, Data Analytics etc.)
Experience/Qualifications Required:
· Three (3) years of successful experience with digital fundraising and communication platforms, including websire content management, mass email communications and online giving tools. Experience with Blackbaud’s Net Community or equivalent platforms is preferred, with working knowledge of HTML and CSS to be an asset. 
· One (1) year of experience producing complex queries, querying, segmentation, extraction and analysis using Blackbaud’s Raiser’s Edge software.
· Demonstrated essential knowledge of creating complex tracking and analytical programs to report on online and electronic communications and activity, campaign outcomes, and targeted outreach strategies.
· Demonstrated experience acting as a project manager Demonstrated skills to create and produce queries within a CRM system to produce communications lists and statistical information. 
· Advanced MS Excel skills; data visualization skills would be considered an asset. 
· Excellent oral and interpersonal skills, required to function effectively with University donors, alumni, Development staff, faculty and volunteers. 
· Demonstrated ability to work independently, prioritize work, and independently manage multiple, diverse and competing priorities while meeting deadlines.
· Ability to maintain confidentiality and work with sensitive information.
· Ability to recall, recognize and communicate interrelated information pertaining to constituents, online activity, and electronic communications.
· Flexibility to work on occasional weekends and evenings.
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