
Job Title: Fundraising and Communications Coordinator 
Location: Bible Hill, NS 
Responsible to: Executive Director 
Hours: Full-time (35 hours per week) 

BACKGROUND 

At 4-H Nova Scotia, we help youth “Learn To Do By Doing” in a safe, inclusive and fun environment, 

providing opportunities for leadership and life skills development, while promoting agriculture 

awareness. 4-H is a nation-wide, family-oriented, community-based, youth organization dedicated to 

the development of young Canadians, encouraging them to become responsible members of society. 

This exciting role is new for 4-H NS, and we are looking for an ambitious, organized and enthusiastic

fundraiser to provide administrative, research and communications support to the provincial 4-H team. 

OVERVIEW OF THE ROLE 

As the Fundraising and Communications Coordinator, you will support the provincial team in

maximizing revenue for 4-H NS from all income streams to achieve the fundraising targets through

providing effective administration and research. You will also support the delivery of the overall 

marketing and communications strategy for the organization, as well as having the opportunity to

develop and manage your own projects. 

We’re looking for someone who has experience in a fundraising environment and an understanding of 

marketing. 

You will relish this varied role, be highly organized and be committed to the work of 4-H NS. With our
100th anniversary year in 2022, this is an incredibly exciting time to join 4-H NS. 



MAIN DUTIES AND RESPONSIBILITIES 

1. Administration & fundraising

• Working closely with the Executive Director, deliver the administrative support required to

deliver all income streams.

• Maintain and develop a database of prospects, contacts and donors.

• Research and identify potential donors to feed into the prospect pipeline.

• Manage events, liaise with event partners and sponsors to maximise fundraising opportunities.

2. Communications & Marketing

To support the Executive Director with the delivery of the overall marketing and 

communications strategy for the organization. This will include:

• Delivering communications across different marketing platforms including print materials,

virtual platforms and events. Working closely with the Executive Director to include:
• Support of the provincial team with the delivery of an integrated plan for donor and supporter

communications materials (e.g. newsletter, social media, etc.)

• Administration of Facebook, Twitter, YouTube, Instagram and website.

3. Additional Responsibilities

• As required.

QUALIFICATIONS 

The successful candidate will be an excellent administrator, researcher, organiser and communicator 

who will relish this varied role in a fundraising and marketing environment, while being able to deal with 

competing priorities and working collaboratively with the other members of the provincial team. 

• Experience in fundraising and marketing administration and research.

• Exceptional organisational skills with experience of managing multiple tasks and prioritizing

effectively.

• Accuracy and excellent attention to detail.

• A good communicator with the ability to build relationships with a variety of people.

• Excellent interpersonal and team working skills, with an ability to work independently and seize

opportunities.

• High level of analytical and written skills

• Computer literate and confident using all MS Office software and databases

• Understanding of, and commitment to, the objectives of 4-H NS.

• Experience with Wordpress websites and Adobe Creative Suite

• Experience in organising and co-ordinating events.

• Experience in developing and managing social media networks

Please submit a resume, cover letter and salary expectations by 12 noon Monday March 1 to 

Tracy.durkee-jones@4hnovascotia.ca   

We regret that we can only respond to applicants who are selected for interviews. 
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