
 
Career Opportunity 

BILINGUAL DEVELOPMENT ASSISTANT 
Full-time, Contract (Maternity Leave Coverage) 

Toronto, ON 
 
Parkinson Canada is the definitive voice for Parkinson’s disease in Canada. Our purpose is to transform 
the lives of people living with Parkinson’s. We do this through research leading to better treatments and 
the end of Parkinson’s, advocacy bringing the voices of Parkinson’s to the forefront and support that 
helps people live well with Parkinson’s through education and services. Our work is made possible 
through the generosity of donors. 
 
As Parkinson Canada Employees, we believe in being: 
 Bold by embracing new ideas and confidently taking action. 
 Compassionate by striving always to walk in the shoes of those we serve. 
 Collaborative by working cooperatively with all stakeholders so that together we can achieve 

more. 
 Trustworthy by keeping our word and always doing what we promise. 

 
WHAT WE NEED  
A Bilingual Development Assistant, reporting to the Vice-President, Resource Development; the qualified 
candidate will provide administrative support and coordination to the Resource Development team.  
The successful candidate will be part of an important team contributing to the organization’s growth 
plan for raising more money in order to fulfill our mission and ensuring we continue to put the needs of 
all Canadians impacted by Parkinson’s first.    
 
YOUR CONTRIBUTION 
As the successful candidate, you will bring your “can do” personality to fulfill the following 
responsibilities:  
 

 Provide departmental administration to the Vice-President, Resource Development and to 
members of the Resource Development and Donor Services team pertaining to a variety of 
fundraising activities and tasks 

 Prepare correspondence, acknowledgment letters and make thank-you calls to donors as 
required 

 Assist the team with online research, donor stewardship activities, and fulfilling 
commitments 

 Assist with the development of presentations and supporting documents as required 
 Prepare mass mailings; translate documents; and provide French language support 
 Sort and code donations and prepare revenue reports, track expenses, prepare deposit 

forms and cheque requisitions 
 Coordinate logistics for meetings (i.e. travel and accommodation, book venues/meeting 

rooms, coordinate catering, attendance lists, etc.) 
 Assist with fundraising activities, tasks, and events as required 
 Assist with the development of agendas and meeting materials as required 
 Monitor and order supplies for the department 
 Run work errands on behalf of the department as needed 
 Set up and maintain the departments filing system (online and off line) 
 Data entry and extracting data from the Customer Relationship Management Systems and 

data bases (such as: Luminate, Raiser’s Edge and Share Point) 



 
WHAT IS NEEDED TO SUCCEED IN THIS ROLE 

 French language skill is mandatory (both written and verbal) with the ability to translate 
written work 

 A minimum of 3 years administrative experience in an assistant role or equivalent 
 A university degree or college certificate in administration is preferred 
 Computer proficiency in relevant Microsoft Office programs including intermediate 

knowledge of Excel; PowerPoint, Word and strong working experience with database 
functions 

 Experience in the not-for-profit sector (health charity) with a solid understanding of the 
volunteer sector is an asset 

 Customer Service Oriented and a comfort level dealing with a variety of people 
 Excellent organizational, interpersonal and communication skills 
 High degree of flexibility, initiative, professionalism and integrity 
 Proactive person who demonstrates good judgment 
 Strong attention to detail with a facility for understanding financial reports 
 Graphic design and production experience including working knowledge of Photoshop 

Elements and In-Design is an asset 
 The ability to work occasional evenings and/or weekends as needed 
 The ability to run occasional work errands and carry small packages as needed  
 Experience working in a fast-paced environment with a willingness to work on a variety of 

projects for multiple stakeholders  
 
If you are passionate about applying your knowledge, skills and experience to make a tremendous 
difference in the lives of Canadians living with Parkinson’s, then this role is for you! Please send your 
résumé in confidence, stating salary expectations by 5:00 p.m. on Tuesday, October 1, 2019.   

 
Human Resources 
Parkinson Canada 

4211 Yonge Street, Suite 316 
Toronto, Ontario M2P 2A9 

E-mail: human.resources@parkinson.ca 
Please quote Reference #BDA-0919 

 
Parkinson Canada will provide accommodations throughout the recruitment and selection and/or 
assessment process to applicants with disabilities. We thank all candidates for their interest, however, 
only those selected for interviews will be contacted. Please indicate accommodations as required if 
contacted. 
 
Please note that the successful candidate will be required to pass a standard Criminal Record Check. 
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