
The Winnipeg Humane Society – Job Posting #2017-1-3 

 
 

Date:    November 16, 2017 
Position Title:  Event & Data Entry Support 
Reports to:   Director of Donor Relations 
Rate:    $13.53-$17.81 
Hours:  Mon-Fri 11am-4pm (25 hours/week) 

DAYS/TIMES OF SHIFTS MAY VARY/CHANGE 

Classification: Unionized 
Start Date:   ASAP 
 
Closing Date for Internal Applicants: November 20, 2017 

 
Position Summary: 

This position offers administration and data entry support to the Donor Relations department as 

directed by the Director of Donor Relations. The primary focus will be on WHS events and 

customer service.  The Support Clerk is the second responder for general donations and inquires 

over the phone, in person, online and though email. This position includes non-regular hours to 

attend event meetings, working at events and assisting with their set up and tear down.  

 

The Support Clerk performs all event data entry and assists with daily data entry. They are 

responsible for running and distributing donor acknowledgement letters, cards and receipts. 

Additional duties include but are not limited to: prize pick-ups, cold calling for auction prizing, 

donor retention and payment collection by phone, assisting with daily mail processing, 

balancing donations for deposits and database maintenance (as directed by supervisor). They 

are the direct back-up to the Donor Relations Support Clerk and secondary to the Administrative 

Assistant and will perform such duties in times of absence. This position is privy to confidential 

financial information surrounding donations, fundraising, budgets and donor data.  

 

Qualifications Required: 

- Certificate or Degree in Office Administration, Fundraising or Event Planning. An 

equivalent combination of experience and education may be considered 

- Minimum of two years' experience in an administrative position, preferably in a not-for-

profit development office  

- A minimum of one year experience performing data entry work 

- Experienced in dealing with internal and external customers/donors, business 

professionals and suppliers 

- Ability to multi-task and be receptive to ongoing changes in priorities 

- Proficiency with Microsoft Office Suite including Excel 

- Demonstrated ability to solve problems, use good judgement, and communicate 

effectively with peers and clients. 

- Ability to present information concisely and effectively, both verbally and in writing  

- Ability to organize and prioritize work  

- Ability to work independently with little supervision  

- Must have a valid driver’s licence and unrestricted access to a vehicle 

 



Preferred: 

- Experience with event planning/execution  

- Knowledge of products and services offered by The Winnipeg Humane Society 

- Experience with Raiser’s Edge and other Blackbaud products 

 

Authority: 

- Authority to perform all assigned duties and responsibilities within established policies 

and procedures 

 

Interpersonal Relationships: 

- Has frequent contact with WHS donors, staff and volunteers. Has occasional contact 

with WHS Board members 

 

Standards of Performance: 

- Efficiency and diligence are demonstrated in the accomplishment of assigned duties 

- Communicate effectively with all donors, staff and volunteers 

- A high standard of customer service and respect for all is maintained at all times 

- The work produced is accurate and well presented 

- Attention to detail is demonstrated in the execution of all programs. 

- Confidentiality is maintained on all matters pertaining to The Winnipeg Humane Society 

and Winnipeg Humane Society Foundation 

- Assigned duties completed in a timely manner 

- Knowledge and understanding of department priorities and be willing to assist in all 

programs as directed to assist the bottom line and accountability of the Donor Relations 

Department 

 

Duties and Responsibilities Include but are not Limited to: 

- Enters and maintains data over multiple donor Databases and Excel sheets 

- Prepares, maintains and sends out donor acknowledgements and receipts 

- Assists with daily mail processing, balancing donations for deposits and database 

maintenance 

- Arranges for and picks up silent auction prizing 

- Makes cold calls to potential event partners 

- Handles cash transactions in the shelter and during events 

- Assists with event prep and takedown 

- Fills roles as needed during events 

- Is the secondary back-up to the Administrative Assistant 

- Second responder to receive donations over the phone, in person and online 

- Second responder to resolve donor inquiries over the phone, in person and online 

- Second responder to complete donor requests over the phone, in person and online 

- Performs donor retention and payment collection by phone 

- Other duties as assigned 

 
 
 
 
 
 



Please email resume to Melissa Rogers:  
careers@winnipeghumanesociety.ca  

The Winnipeg Humane Society 45 Hurst Way, Winnipeg, MB R3T 0R3  
Fax# 204-663-9401  

 

Please quote the Job Posting Number 

Include current resume and cover letter stating how your qualifications 

match those stated in the attached job description. 

 

 
We thank you for your interest, however only those applicants selected for an interview 

will be contacted. 

 

 


