
 
 
 
 

 
Career Opportunity 

DONOR SERVICES TEMPORARY STAFF 
Full-time, Contract 

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. 
 
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  
 
We are looking for an enthusiastic seasonal staff member who can contribute to our Donor Services 
department’s success through our busiest season. The qualified candidate will be required to maintain 
confidentiality and interact professionally with colleagues, volunteers and clients, while keeping our 
vision of a better life with a brighter future for Canadians living with Parkinson’s today, a world without 
Parkinson’s tomorrow. This assignment will end on February 28, 2020.  
 
YOUR CONTRIBUTION 
 
Along with providing superior customer service skills and demonstrating excellent administrative, 
communication, and people skills, the responsibilities of this role will include but are not limited to the 
following:  
 
 Work under supervision of the Manager, Donor Services 
 Open and sort incoming mail 
 Answer telephone and provide superior customer service 
 Enter donations in Raisers Edge 
 Research donor addresses 
 Verify donor information to ensure it is complete 
 Update database as required 
 Operate general office equipment including letter opener and folder  
 Perform general administrative duties as required 
 
WHAT IS NEEDED TO SUCCEED IN THIS ROLE 
 
 Strong computer and technical skills (proficient with MS Office Suite - Outlook, Word, and Excel) 
 Proven database experience (Raiser’s Edge experience is an asset) 
 Strong and accurate data entry skills 



 
 
 
 
 Excellent attention to detail 
 Ability to work both in a team environment and independently 
 Strong communication and interpersonal skills 
 Bilingualism (French / English) is an asset   
 Resourceful and flexible  with positive attitude  
 Legally entitled to work in Canada  
 
If you are interested in joining a dynamic team that makes a tremendous difference in the lives of 
Canadians living with Parkinson’s, please send your résumé and cover letter in confidence, stating salary 
expectations by 4:00 p.m. on Friday, September 20, 2019.   

 
Human Resources 
Parkinson Canada 

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

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

 
Parkinson Canada is an Equal Opportunity Employer in accordance with the Accessibility for Ontarians 
with Disabilities Act, 2005 and the Ontario Human Rights Code. 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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