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The Opportunity
The Foundation is seeking a motivated and detail-oriented Development Officer to join our growing development team. This role offers an opportunity to contribute meaningfully to fundraising initiatives that directly impact the lives of children and families while helping to build a strong and sustainable culture of philanthropy.

About The Catholic Children’s Aid Foundation (CCAF)
The Catholic Children’s Aid Foundation is a private foundation which supports the needs of the children, youth and families who are served by the Catholic Children’s Aid Society (CCAS). We are inspired by Catholic values and teachings to do this work, together with our donors, the Catholic Children’s Aid Society and the broader Catholic community.

The Foundation manages combined assets of over $70 million dollars and is committed to fund programs which bridge the gap between services already provided and funded by government and the child welfare sector, and those services truly needed to help Catholic children, youth and families flourish. Examples are our scholarship program and initiatives designed to prepare youth for leaving care and entering adult life.

We are informed in this respect by the knowledge and expertise provided by the workers of the CCAS including, in particular, the needs of vulnerable populations which enable us to reach communities in meaningful ways.


Role Purpose

The Development Officer will provide broad fundraising support across the Foundation’s development portfolio. Reporting to the Director of Development, this role contributes to the growth and stewardship of institutional, major, and individual giving programs through prospect research, proposal development, donor stewardship coordination, database management, and overall development operations.

Working collaboratively with the Catholic Children’s Aid Society of Toronto (CCAS), the Development Officer will help to identify and position fundable initiatives by translating organizational priorities into clear and compelling cases for philanthropic investment.

This role is ideal for a highly organized and detail-oriented fundraising professional who enjoys working across multiple revenue streams while strengthening the systems, relationships, and processes that support donor growth, engagement, and long-term retention.





Key Responsibilities

1. Prospect Research & Pipeline Support
· Conduct prospect research for foundations, trusts, corporations, and individual major donors using tools such as iWave, CRA filings, foundation directories, and public records.
· Prepare donor profiles, briefing notes, and background summaries to support cultivation and solicitation meetings.
· Assist in maintaining and tracking structured pipelines for institutional and major gift prospects.
· Monitor proposal deadlines, reporting schedules, and stewardship timelines.

2. Proposal & Grant Writing Support
· Draft and support the submission of Letters of Inquiry (LOIs), grant applications, and funding proposals.
· Collaborate with program, finance, Foundation leadership, and CCAS to gather budgets, outcomes data, and program information.
· Support the development of clear, fundable program descriptions aligned with institutional priorities.
· Maintain proposal templates, boilerplate language, and updated organizational materials.
· Assist in preparing interim and final grant reports.

3. Donor Stewardship & Engagement
· Coordinate stewardship touchpoints including thank-you letters, impact updates, donor communications, and meeting follow-ups.
· Support the planning and logistics of donor meetings, site visits, and cultivation events.
· Assist in preparing impact summaries and donor reporting materials.
· Help strengthen renewal and retention strategies across giving streams.

4. Database & Development Operations
· Maintain accurate and up-to-date donor records in the CRM (Raiser’s Edge or equivalent).
· Support gift tracking, segmentation, and development reporting.
· Assist in generating reports for leadership and Board updates.
· Support list pulls for campaigns, appeals, and stewardship initiatives.
· Help strengthen internal systems and data integrity.

5. General Development Support
· Provide day-to-day administrative and strategic support to the Director of Development.
· Assist in campaign coordination (e.g., Easter appeal, Impact Report, legacy promotion).
· Support institutional giving strategy while contributing across the broader development portfolio.
· Contribute to building sustainable fundraising infrastructure.


Desired Qualifications

· 1-3 years of experience in fundraising, development, grant writing, or donor relations within a nonprofit environment or related experience. 
· Strong research and analytical skills.
· Excellent writing and editing abilities.


· Experience working with donor databases (Raiser’s Edge preferred).
· Strong organizational and project management skills.
· Detail-oriented, collaborative, and comfortable working in a small, entrepreneurial development environment.
· Demonstrated commitment to mission-driven work.


For further information about the Catholic Children’s Aid Foundation, please visit our website at https://www.ccafdn.ca.

Qualified applicants are invited to submit their resume and a brief cover letter outlining their interest in the position to Marichelle Lumingkit at m.lumingkit@torontoccas.org.

We thank all applicants for their interest in joining the Catholic Children’s Aid Foundation; however, only those selected for an interview will be contacted.
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