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United Way of Greater Victoria 

Job Description 

 
  

Position:  Labour Coordinator December 2020 
  
   
Nature and Scope 
 
This position is a direct report to the Director, Donor & Partner Relations (DDPR) with additional reporting responsibilities to 
the Chief Executive Officer (CEO) from time to time for activities related to Labour and Government which may have 
strategic impact on the organization. 
 
The Labour Coordinator (LC) is responsible for fundraising and revenue generation along with helping foster the partnership 
between United Way Greater Victoria (UWGV) and the Greater Victoria Labour movement.   
By building strong, positive relationships with Workplace accounts which have large unionized employee bases, positive 
results will be achieved primarily through understanding the workplace’s social responsibility position in terms of areas of 
interest in human services and community. The LC will be the lead in informing the workplace of UWGV initiatives and 
services in order to build and grow support for UWGV and donations.  
The position is responsible for developing strategic plans and delivering operational implementation for labour initiatives 
related to strengthening partnerships, raising and growing revenue and furthering the work of UWGV. The successful 
candidate will also be responsible for supporting the DDPR and CEO in aspects of the government relations plan by 
identifying issues related to labour and labour leadership and developing position papers connected to the UWGV values and 
mandate. 
 
The LC is an appointed member of the Victoria Labour Council (VLC) executive and provides monthly UWGV reports to its 
executive and delegates; the incumbent also sits on other committees as required and will consult with and keep the CEO 
informed on reporting and corresponding needs.  The LC will also identify opportunities for UWGV leadership to connect 
with VLC and other committees and organizations as relevant to UWGV. 
 
General Accountability 
 
The incumbent of this position performs all duties and activities in accordance with the Vision, Mission and Values of UWGV 
and supports the UWGV strategic plan.  Adherence to the UWGV s policies, procedures and protocols at all times is a 
requirement. 
 
The LC works independently with a portfolio of accounts assigned by the DDPR and collaborates with an integrated donor 
relations team. The LC works with the DDPR and the donor relations team to develop overall strategies to maximize labour 
engagement, recognition and grow fundraising results. The LC works directly with the CEO to assist with the implementation 
of the municipal and provincial government strategies if and as strategies may impact the labour movement. 
 
Specific Accountabilities 
 

 To increase donations/revenue year over year on an assigned account base 

 To increase participation rates amongst employees, leadership level members and dollars, and recover lapsed donors 
within an assigned account base 

 Cultivating and managing relationships with key stakeholders including labour leaders and senior volunteers as directed 
by the DDPR, CEO or VLC. 

 Keep UWGV informed of relevant labour movement issues and concerns 

 Work under the direction of the CEO and Board Labour representative to recruit labour and other sector volunteers for 
UWGV committees 
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In terms of the UWGV and Labour partnership the incumbent will strengthen the working relationship and 
communication between the VLC and UWGV by: 
 

 Participating in all relevant VLC events 

 Informing VLC of UWGV events and initiatives and encourage VLC’s participation 

 Communicate regularly with the VLC President and Council members in coordination with the CEO 

 Working with assigned committees, providing monthly written and oral reports to the UWGV CEO, VLC and Canadian 
Labour Council and contributes in yearly planning processes as required 

 Ex-officio on the Victoria Labour Council Executive  
 

Promoting and improving the visibility of the UWGV within the broader labour community by: 
 

 Presenting updates for members, recognizing important elements of the 

        Labour/UWGV partnership  

 Attending labour functions with UWGV educational and promotional materials 

 In collaboration with Community Impact, meeting regularly with union stewards/representatives at community 
partners 

 In Collaboration with Donor Relations, identifying and confirming labour representation within all UWGV worksite 
campaigns and meet with the union stewards or representatives to discuss increased participation and engagement with 
the UWGV campaign 

 
Effectively manage UWGV’s fundraising by: 
 

 Keeping all hard copy and electronic information (incl: contacts) up to date in the database 

 Tracks and analyzes targets, participation and contributions to campaign 

 Support other UWGV team members in the identification and development of labour recognition collateral or activities, 
including reporting back to organizations on labour participation and achievements 

 Work with Marketing and Communications to update workplace information on UWGV website and other materials  

 Work under the supervision of  the DDPR and participate in the development of overall labour strategies related to 
campaign, as well as support Campaign Associates in the identification, development and implementation of labour 
strategies related to specific accounts 

 Support the development and implementation of any labour education and awareness components related to training 
of volunteer groups 

 Develop tactics to ensure optimal donor participation rates at assigned accounts 
 
Qualifications 
 
Skills and Abilities 

 Passionate about the donor experience 

 Interest in human services and community well being 

 Ability to develop/document  training and curriculum for volunteer groups 

 Friendly, engaging with excellent communications, listening and  relationship management skills 

 Excellent problem solving skills 

 Excellent team, leadership and volunteer supervisory skills 

 Ability to lead and facilitate meetings and training 

 Strong presentation and training skills 

 Strong analytical skills 

 Consistent attention to detail, accuracy and quality of work in a fast paced environment 

 Ability to deal with the public and committee members in a courteous, tactful, confidential manner 

 Values diversity and inclusion 

 Ability to multi-task, organize  and prioritize  work in a high performing culture with an integrated approach in a timely 
manner 

 Flexible, receptive to change and capable of working independently and as part of a team 
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Formal Education 

 Diploma in business, marketing, fundraising, sales or, volunteer management, Personal commitment to continuous 

learning and skill development 
 Must have a valid BC driver’s license 

 
Experience 

 Minimum 3 years’ experience within a municipal, provincial, community or non-profit organization. Vancouver Island 

experience (preferred.) 

 Minimum 3 years’ experience working within the labour movement locally (preferred) 
 A union member in good standing affiliated with the Canadian Labour Congress (preferred) 

 Strong community support background. 

 Proficient with  Microsoft Office programs especially Excel databases, data entry and other office related software 

 An equivalent combination of education and experience is required 

 

The United Way of Greater Victoria is a unionized workplace.  Salary and benefits for this position are payable in accordance 

with the CUPE collective agreement. 
 
The above reflects the general details to describe and evaluate the principal functions of the job identified, and shall not be 
taken as a detailed description of all the work requirements. 


