
Donation Processing and Program Data Assistant 
 
Wellspring is a dynamic, growing network of centres that provide support programs for individuals and 
families living with cancer. Currently, we are seeking a full-time Donation Processing and Program Data 
Assistant to support fundraising activities and mission delivery at Wellspring Westerkirk House, 105 
Wellness Way (on the campus of the Sunnybrook Health Sciences Centre). For more information about 
Wellspring, please visit www.wellspring.ca. 
 
Required Skills: 
  

 Demonstrated skill at entering complex information into a database 
 High degree of proficiency in MS Word and Excel 
 Speed and accuracy in completion of tasks, including data entry 
 Attention to detail and consistency in managing repetitive situations 
 Superior writing skills 
 Very good telephone and communication skills 
 Excellent organizational and problem-solving skills 
 Fluency in English 
 Ability to work in a fast-paced environment 
 Friendly, professional demeanour 
 Ability to handle sensitive information responsibly 
 Experience in a charity/non-profit environment an asset 

  
Preferred Skills: 
 

 Experience with Raiser’s Edge database (or other similar databases) a strong asset 
 Experience working with MS Excel to manipulate and analyze data an asset 
 Experience in creating web-based surveys such as Survey Monkey and Google Forms an asset 

 
Responsibilities: 
  

 Donation processing, including data entry and downloading from online fundraising sites 
 Generating and proofing thank-you letters, acknowledgement cards, and donation receipts 
 Processing and importing of Wellspring’s program data from various sources 
 Helping to perform data analysis for collection and reporting needs 
 Assisting in creating and distributing satisfaction surveys 
 Database queries and reporting 
 Assisting with reconciliation of revenue 
 Weekly trips to make bank deposits, and assisting with donation processing at occasional 

fundraising events 
 Gathering data for stewardship reports and writing gift agreements for donors 
 Phone and email communication with donors and members 
 Office administration, including filing, mail and documentation 
 Discretion and adherence to confidentiality policy 
 Adherence to basic accounting principles and Canada Revenue Agency guidelines 

 
Please apply with cover letter and résumé to Eva Thurlow at humanresources@wellspring.ca. 
 
Applications must be received by Tues. November 20, 2018. No phone calls please. 
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