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Camp Ooch & Camp Trillium 

CSJ Database Assistant, Donor Experience 
 
About Us 
A diagnosis of childhood cancer changes life in an instant. For affected children and families, it can 
suddenly feel like everything is about cancer.  
 
Camp Ooch & Camp Trillium (merged in 2020) offers a different journey, where kids with cancer 
can just be kids, and families connect with a community of strength and support when they need it 
the most.  
 
So much more than a summer camp—we offer the social cure for childhood cancer. Our camp-
inspired programs deliver fun, friendship, and community to children and families at no cost to them 
year-round, all across Ontario. New in 2020 are virtual camp opportunities reaching kids and 
families living in isolation—at home or in the hospital—wherever they are! 
 
Cancer changes a child’s life. So does camp. And so can you. Learn more at www.ooch.org.  
 
Position Summary 
 
As part of the Canada Summer Jobs Program, the Database Assistant, Donor Experience 
supports the Donor Experience team with Data maintenance and record clean up. This role reports 
to Manager, Donor Experience & Analytics. 
 
The ideal Database Assistant, Donor Experience is someone who is organized and able to enter 
data with accuracy. The successful candidate will support the team in maintaining the data integrity, 
by updating records and ensuring that the database accurately and effectively captures donor and 
supporter information. Successful candidates will be pro-active, eager to learn and to further 
advance technical skills. 
 
Responsibilities 
 

 Review and prepare lists on excel for import using Omatic, JMG & Raiser’s Edge. 

 Update individual records in Raiser’s Edge to ensure CRA & CASL compliance. 

 Review and update documentation to support Donor Experience processes. 

 Run duplicate reports, merging records when necessary. 

 Enter data into Raiser’s Edge. 

 Provide support with research and other administrative duties as required. 
 
Desired Experience and Qualifications 
 
Required Criteria 

 Enrolled or completed post-secondary education in a related field or discipline 

 Analytical, organized with strong attention to detail. 

 Proficient in Microsoft Word and Excel. 

 Demonstrated ability to process data and information quickly and accurately. 

 Strong written and verbal communication skills. 

 Ability to work independently and as part of a team. 
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 High level of discretion and the ability to deal confidential information. 

 Current police reference check (obtained at time of employment). 
 

Advantageous Criteria 

 Experience with Raiser’s Edge, Omatic or JMG. 

 Previous experience in data entry or equivalent experience in a related field is a plus. 

 An understanding of the power of camp. 

 Demonstrated commitment to volunteerism or volunteer sector. 
 
Personal/Professional Characteristics 
 
Enjoys working with data and numbers. High attention to detail, time-management and 
organizational skills are required. Ability to meet deadlines and work independently. 
 
Particular Working Conditions 
 

 The position involves some evening, weekend and holiday commitments.  

 Due to the pandemic, this position is home-based and will work from the Toronto location 
(464 Bathurst St., Toronto, ON) once Covid-19 restrictions are lifted. 

 In consideration of the population Camp Ooch & Camp Trillium serve, the incumbent is a 
non-smoker. 

 
Physical Requirements 
 
The minimum physical requirements for this position include: 

 Able to operate a personal computer. 

 Able to concentrate for long periods of time while maintaining accuracy. 
 
Ethics 
Operate in keeping with the organization’s commitment to ethical behaviour by: Helping to ensure 
that the integrity, image and quality of all programs are consistent with our mission, operating 
principles and objectives and adhere to the code of ethics of Imagine Canada, the Association of 
Gift Planners, the Canadian Code for Volunteer Involvement and the Code of Ethics of the 
Association of Fundraising Professionals.   

 
Remuneration 
This position runs for eight (8) consecutive weeks at 40 hours per week, $15 per hour. This contract 
position will start by July 1st, 2021. 
 
To Apply 
 
As this position is a part of the Canada Summer Jobs Program, applicants must meet the following 
requirements:  

• Be between 15 and 30 years of age at the start of the employment 
• Be a Canadian citizen, permanent resident, or person to whom refugee protection has 

been conferred under the Immigration and Refugee Protection Act for the duration of the 
employment; and, 

• Have a valid Social Insurance Number at the start of employment and be legally entitled 
to work in Canada in accordance with relevant provincial or territorial legislation and 
regulations 

 
Please send a cover letter and resume to careers@ooch.org with the email subject reading 
2021017 – CSJ Database Assistant. 
 
We encourage applications from the following groups: 
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• Newcomers/refugee youth (Newcomer defined as having arrived in Canada in the past 
5 years) 

• Indigenous youth 
• Visible minorities / racialized youth 
• LGBTQ2 youth 
• Women in STEM 

 
We will expect to commence screening applicants the week of May 31st, 2021. This posting will 
remain open until filled. Only applicants selected for an interview will be contacted. For more 
information about Camp Ooch & Camp Trillium, please visit www.ooch.org - No phone calls 
please. 
 
Equal Employment Opportunity  
 
Camp Ooch & Camp Trillium invites applications from all qualified individuals. We are committed to 
employment equity and diversity in the workplace and welcomes applications from women, visible 
minorities, indigenous people, persons with disabilities, and persons of any sexual orientation or 
gender identity. In accordance with Canadian Immigration requirements, priority will be given to 
Canadian citizens and permanent residents.  
 
Accessibility  
 
Upon request, Camp Ooch & Camp Trillium will provide to both applicants and successful 

candidates with disabilities, accommodations that take into account the individuals accessibility 

needs, in order to facilitate participation in the recruitment, assessment, selection and hiring stages.  

 

http://www.ooch.org/

