
The Atlantic Jewish Council is Hiring for a Fundraising Campaign Administrator 

The AJC is seeking to hire a Fundraising Campaign Administrator for our 2021 United Jewish Appeal of 
Atlantic Canada Campaign (our annual fundraising campaign).  

Start Date: Monday, October 4th, 2021 

End Date: Friday, January 7th, 2022 

Hours: 4 hours per day, Monday through Friday (20 Hours per week). Exact hours are flexible as long as 
they are between the hours of 9:30am-4:30pm.  

Work Location: The AJC Offices (5640 Spring Garden Road, Suite 300, Halifax, NS, B3J 3M7) 

Pay Rate: $17.50 per hour  

Duties will include:  

• Keeping organized lists for all things related to the fundraising campaign (donations, pledges, 
etc.) 

• Helping design and send out campaign mailings and emails 
• Issuing campaign invoices 
• Processing payments 
• Keeping our database up-to-date with donation information 
• Mailing tax receipts to donors 
• Thanking donors via phone, email, and letters 
• Working with volunteer fundraisers  
• Calling/emailing/writing to potential donors to ask for donations 
• Any other duties as assigned by the AJC’s Executive Director 

To be eligible*, the candidate must:  

• 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.  

*This position is being funded through the Canada Summer Jobs program. These are their eligibility 
requirements.  

**The candidate must be 15 years of age at the beginning of the employment period. The youth may be 
more than 30 years of age at the end of the employment period as long as the youth was 30 at the 
beginning of the employment period.  

***International students are not eligible participants. International students include anyone who is 
temporarily in Canada for studies and who is not a Canadian citizen, permanent resident, or person who 
has been granted refugee status in Canada. Youth awaiting a refugee status ruling, as well as those who 
hold a temporary visitor visa, youth visa or work visa are ineligible. As the objective of the Canada 
Summer Jobs program is to support youth entering the Canadian labour market, the temporary nature of 
an international student. 

To apply: Please send a resume and cover letter to Naomi Rosenfeld, 
executivedirector@theajc.ca.  
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