
 

 

 
Data Steward 

 

Does the idea of being paid to organize, optimize, and analyze valuable information for a good cause make you 
enthusiastic to come to work? This might be the job for you! 

 
About Us 
Habilitas Foundation is an established Montreal-based foundation that fundraises for, and grants to, organizations 

across Quebec committed to improving the lives of those living with physical disabilities and/or sensory 

impairments. 

As a team we take pride in our focus on people and relationships, and in our shared values of kindness and 

compassion.  

Our work is rooted in a donor-centric culture built on meaningful relationships. Our professional team is supported 
and strengthened by an outstanding base of volunteers at both Board and sub-committee levels. 
 
What We Offer 
Habilitas Foundation offers a dynamic, supportive, and empowering hybrid work environment.  
Our team is committed to excellence, and to the mission of helping people with physical disabilities live full and 
fully-realized lives. 
 
The Role 
Reporting to Executive Director and in close collaboration with the Philanthropy Department, you will be 
responsible for the integrity, accuracy, and maintenance of the foundation’s data management systems.  
 
Daily Tasks 

• Import and export data 

• Create and run queries 

• Extract and analyze reports 

• Ensure that we gather information needed to generate accurate financial and analytical reports 

• Manage and maintain the integrity of the Raiser’s Edge database  

• Review and clean donor records for accuracy, duplicate records, proper segmentation, etc.  

• Track bequest and endowments 
 
Monthly Tasks 

• Manage disbursements of funds to partners 

• With the foundation’s accountant, conduct gift reconciliations  

• Provide reports on donor loyalty and performance, and contribute to analysis of results  

• Create reports and dashboards to track progress against revenue and activity goals 
 
 
 
 
 



 

 
 
Yearly Tasks 

• Support the annual audit 

• Create end-of-year summary reports  
 
General Contributions  
As a valued member of the team, you will be asked to: 

• Take part in brainstorming sessions aimed at enhancing retention rates and average gift levels 

• Champion our culture of stewardship  

• Contribute to the strategic analysis of donor trends and opportunities with a view to enhancing efficiency 

• Provide database support and guidance to the team as needed 

• Maintain our institutional knowledge of CRA guidelines and policies 
 
About You 
You are passionate and empathetic; are adaptable and able to manage multiple projects simultaneously; possess a 
strong work ethic; are a team player; are self-aware and self-motivated. You are equally curious and discrete, 
possess intuitive people skills, and are an active listener.  
 
Need to Have 

• Proficiency with Microsoft Office, Excel in particular 

• Experience in managing complex database (ideally in a non-profit environment) 

• Strong service-oriented approach 

• Excellent organizational and time management skills 

• Demonstrated strategic thinking and initiative 

• Bilingual (English and French, spoken and written) 
 

Nice to Have 

• Familiarity with current Canada Revenue Agency guidelines around receipting  
 
NB: We are a small and passionate team. All members will, from time to time, be asked to perform extra tasks, assist 
in areas outside of their traditional roles, and participate in foundation activities and events as needed. 
 
How to Apply 

Kindly send a covering letter and resume to our Executive Director at theodora.brinckman@habilitas.ca. 

The post will remain open until the ideal candidate is found. 

Habilitas Foundation is committed to the principals and best practices of an inclusive and equitable recruitment 

process. We welcome applications from all, and specifically encourage applications from those coming from 

structurally marginalized communities; whether based on race, ethnicity, social origin, sexual preference, sexual 

expression and/or accessibility needs. 

mailto:theodora.brinckman@habilitas.ca

