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CAMP OOCHIGEAS 

Development Administrator, Events 

Camp Oochigeas is a privately funded, volunteer-based organization that provides kids with cancer and 

kids affected by childhood cancer with a unique opportunity for growth through challenging, fun, 

enriching and magical experiences. Since 1984, ‘Ooch’ has been providing magical experiences to 

thousands of children affected by childhood cancer. Camp Oochigeas provides on-site chemotherapy 

and blood work to our camper population during their stay at our 400-acre facility in Muskoka, ON. The 

Camp also provides year-rounded programming at The Hospital for Sick Children in Toronto and other 

pediatric oncology centres across Ontario as well as for children living in the community. Camp 

Oochigeas has experienced strong strategic growth in the last few years and is offering increased 

programming in order to better serve our community. 

Overall Purpose 

Reporting to the Senior Development Officer, Events, the Development Administrator, Events is 

accountable for providing a comprehensive range of support services to the Signature, Partnerships & 

Engagement team. 

Specific Accountabilities 

1. Signature and Partnership Event Administration (40%) 

a) Provide support for the Camp Ooch annual Gala, the Ride to NYC and other signature and 

partnership events. This includes invoice creation, RSVP tracking, guest list management, etc. 

b) Lead the tracking of signature and partnership events activities in Raiser’s Edge including 

pipeline management, action entry, and contact relationship management. 

c) Support the stewardship of donors and event participants. 

d) Attend and represent Camp Ooch at various events, meetings and presentations. 

 

2. Sporting Life 10K Support (40%) 

a) Support the management of corporate fundraising teams, camper family teams and top 

fundraisers assisting with communications, registration, tracking, recruitment and stewardship 

as assigned. 

b) Provide ongoing customer service to fundraisers, including overseeing the SL10K email and 

phone inboxes and supporting Run for Free communications. 

c) Support the execution of fundraising, recruitment and stewardship emails, leading the recipient 

list management.  

d) Coordinate distribution of all fundraiser and team materials and recognition including plaques 

and run kits. 
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e) Oversee the thank you call strategy and execution for donors and fundraisers. 

f) Oversee the kit packing and kit pick up week for the SL10K Toronto. 

g) Coordinate all event supplies and event packing. 

h) Support the database and tracking requirements such as fundraising benchmarks, volunteers, 

etc. and lead the daily tracking fundraising progress metrics. 

 

3. Administrative & Development Support (20%) 

a) Coordinate mailing of all invoices, thank you letters, recognition items and miscellaneous 

packages. 

b) Prepare and pack event collateral; handouts, stewardship items, signage, activations to support 

signature, partnership and engagement events 

c) Serve as administrative support to the Director, Strategic Partnerships and Senior Development 

Officer, Events to prepare for meetings, follow up and meetings/events, timely inputting of 

information into Raiser’s Edge and other duties as assigned. 

d) Coordinate all major deliveries and department pick-ups as assigned. 

e) Provide administrative support to other Ooch fundraising and engagement events as assigned. 

f) Support the effective storage and space management across the Development Department to 

ensure spaces remain clean, safe, and work-efficient. 

Experience and Qualifications 

Required Criteria 

 A post-Secondary degree or the equivalent combination of education and work experience. 

 1-2 years’ experience working in fundraising/non-for-profit environment, and/or in event 

planning. 

 Excelling skills in Microsoft Office Suite. 

 Excellent oral and written communication skills and demonstrated professionalism, judgment 

and discretion in dealing with confidential or sensitive matters.  

 Demonstrated ability to contribute to a high performing team.  

 Excellent interpersonal and communication skills and a demonstrated ability to work effectively 

with a diverse group of staff and volunteers. 

 A proven ability to work independently with the flexibility to take on a wide variety of assigned 

duties and projects. 

 A demonstrated ability to organize work, set priorities, meet deadlines and work under the 

pressure of time constraints. 

 Detail oriented with great organizational skills. 

 Experience using CRM donor databases (Raiser’s Edge experience advantageous). 

 Current driver’s license and insurability.  
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 Current police reference check with vulnerable sector screening. 

 

Advantageous Criteria 

 Post-Secondary education in event management and/or fundraising. 

 An understanding of the power of camp.  

 Demonstrated commitment to volunteerism and or volunteer sector. 

 Knowledge of CRA Guidelines. 

 Experience using Mail Chimp, Race Roster, and Engaging Networks. 

Personal/Professional Characteristics 

Well organized with proven planning and organizational skills; the ability to manage and prioritize 

multiple projects; respond to multiple requests; enthusiastic; personable with exceptional interpersonal 

skills; strong written communication skills; adaptable; diplomatic; attention to detail; able to work in an 

open office environment. 

Particular Working Conditions 

In consideration of the population Ooch serves, the Development Administrator, Events is a non-

smoker. This position involves considerable evening and weekend commitments and some travel 

through Ontario and potentially the U.S. 

Physical Requirements 

Ability to stand for prolonged periods of time; continuous computer activity; ability to lift up to 50lbs to 

support event execution. 

 

Equal Employment Opportunity 

Camp Oochigeas invites applications from all qualified individuals. Camp Oochigeas is committed to 

employment equity and diversity in the workplace and welcomes applications from women, visible 

minorities, Aboriginal 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 

Camp Oochigeas provides support in its recruitment processes to applicants with disabilities, including 

accommodation that takes into account and applicant’s accessibility needs. Accommodation will be 

provided, on request, to applicants with disabilities to enable their participation in the recruitment, 

assessment, selection and hiring stages.  

Start Date:  Immediate 

To Apply 
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Please send a cover letter, resume and expected salary to careers@ooch.org with the email 
subject reading 2019018 - Development Administrator, Events. 
 
Mail is also acceptable and needs to be addressed to the attention of: 
 
Human Resources 
Camp Oochigeas 
464 Bathurst St. 
Toronto, ON  M5T 2S6 
 
No phone calls please 
 
Only applicants selected for an interview will be contacted. For more information about Camp 
Oochigeas, please visit www.ooch.org 

 
Camp Oochigeas is committed to employment equity and encourages applications from all 
qualified applicants. 

http://www.ooch.org/

