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Development Administrative Assistant

Hours: 0.4to 0.8 FTE

Wages/Salary: Based on experience

Duration: Permanent

Beginning Date: Flexible Start Date

Contact: HR Administrator, Shannon Warnock (403-443-3030)

Please submit your completed job application form to hr@prairie.edu

POSITION MISSION:

This position exists to support the mission of Prairie to “help establish God’s kingdom by equipping and
mentoring individuals through biblically integrated education for life and careers that will meet the greatest
needs of the world for the glory of God.” In doing so, the role will support the Development Department’s
mission “to nurture compelling relationships, inspiring constituents to a meaningful and reciprocal partnership
with Prairie College.”

DUTIES AND RESPONSIBILITIES:

General responsibilities may include but are not limited to those noted below. We value flexibility, so this
description may be adjusted as you help us adapt to the growing needs of the Development department and
the College.

e You will manage vital donor data, maintaining accurate, comprehensive, and timely documentation of all
constituent interactions within the Populi CRM database.

e You will manage Prairie's gift processing from receipt to acknowledgement, ensuring accuracy and
confidentiality throughout.

e You will strategize and host key networking initiatives, providing critical support to the lead organizer for
the annual Alumni Reunion Weekend and the Catalyst Symposium.

e You will drive impactful storytelling and communications, collaborating with internal teams (Marketing,
Admissions, Publications) to craft social media content, correspondence, and website updates for the
Catalyst Symposium and the Alumni and Donation pages.

e You are a passionate advocate for the mission and vision of Prairie College, naturally inspiring donors,
alumni, and partners toward that same commitment.

e You are a collaborative team player with a genuine desire to give of your time, resources, and abilities, in
assisting with various Development department projects.



https://www.prairie.edu/wp-content/uploads/2025/10/Application-Form-2025-10.pdf
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QUALIFICATIONS AND SKILLS:

e You are unreservedly committed to Prairie’s mission, doctrinal position, and standards (as outlined in
the Employee Handbook), paired with a deep understanding of and commitment to the local church.

e You have a sharp eye for detail and are highly proficient in digital tools, specifically the MS Office Suite,
Google Workspace programs, social media platforms (Facebook, Instagram, LinkedIn), and general
database/computer operations.

e You have experience in administrative tasks as well as you possess strong writing skills and the ability to
work in collegial partnership with diverse groups through clear communication, appropriate
transparency, and personal vulnerability.

e You are a self-motivated team player who thrives in a fast-paced environment. You are a creative
problem solver, committed to providing outstanding customer service, growing team relationships, and
completing tasks efficiently with minimal supervision.

ACCOUNTABILITY:

e Reports to the Managing Director of Development

In accordance with the standards of the government, preference will be given to qualified applicants who hold Canadian
citizenship or are a permanent resident of Canada.

Prairie’s goal is to close the search process as soon as a qualified applicant is found. However, applications will be received
until the position has been filled by a qualified person.
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