
    
 

Administrative Coordinator (Toronto) 
 
If you would like to apply your excellent administrative skills in a role that makes a real difference in 
the lives of people living with cancer, this might be for you.   
 
Wellspring Cancer Support Foundation is seeking an Administrative Coordinator.  This is a full-time 
position with benefits based at Wellspring Westerkirk House, 105 Wellness Way, Toronto.  Reporting 
to the Manager of Donor Relations and working closely with an engaged team of colleagues, the 
successful candidate will provide a variety of types of administrative support in the areas of donation 
processing, bookkeeping, executive support, and human resources.   
 
Required knowledge, skills, and abilities 
 

 Very high degree of attention to detail 
 Excellent interpersonal and writing skills 
 Excellent organizational skills 
 Highly proficient in MS Word, Excel, and Outlook 
 At least 2 years’ experience in an administrative role 
 Ability and desire to work in a fast-paced environment 
 Fluency in English (French is an asset) 
 Database experience is an asset 

 

Key Areas of Responsibility 

1. Administrative support in the areas of finance, donor relations, and human resources 
2. Donation and program-data processing (training provided) 
3. Bookkeeping (training provided) 
4. Committee and executive support 
5. Customer service support when needed 
6. Encouragement of Wellspring’s growing culture of philanthropy  

If you have the above qualifications and would like to support Wellspring’s mission of helping 
individuals and families living with cancer, please apply to Eva Thurlow with cover letter and résumé 
at humanresources@wellspring.ca with Administrative Coordinator in the subject line.  No phone 
calls please. 
 
Wellspring promotes diversity and adheres to the tenets of the Ontario Human Rights Code. We 
encourage applications from gender diverse people of all races, ethnic origins, religions, abilities, and 
sexual orientations. Wellspring provides accommodation during all parts of the hiring process, upon 



request, to applicants with disabilities. If contacted for an interview, please advise us if you require any 
accommodation.  
 
We thank all applicants in advance for their interest in this position and Wellspring Cancer Support 
Foundation; however, only candidates selected for an interview will be contacted. 
 
Wellspring is a network of community-based support centres offering programs and services that meet 
the emotional, practical, and physical/functional needs of people living with cancer and those who care 
for them.  For more information, visit www.wellspring.ca. 
 


