
 

Administrative Coordinator 
About  

At Annauma Community Foundation, we believe that Inuit communities know the best solutions 
to the issues they are experiencing. We connect caring philanthropists, corporate partners, funders, 
and governments with opportunities to invest in inspired community-based action. Annauma was 
created to help Inuit continue to realize their dream for Nunavut. 

Learn more about Annauma by visiting www.annauma.ca. 

If you share our vision for Inuit communities that are healthy, vibrant, and have what they need to 
thrive—and you are a detail-oriented administrator—we would love to hear from you.  

Annauma is currently recruiting a full-time permanent Administrative Coordinator to join our 
team in Iqaluit, Nunavut. 

Position Overview 

Reporting to the Executive Director, the Administrative Coordinator plays a central role in ensuring 
the smooth day-to-day operations of Annauma. 

This role connects across all areas of the organization and serves as a central coordination point 
for the team. The Coordinator supports donor database management, board and governance 
administration, organizational systems, and general office coordination. 

By maintaining strong administrative systems and organized processes, the Coordinator helps 
ensure Annauma’s team can focus on advancing Inuktitut Philanthropy and supporting 
community-led initiatives across Nunavut. 

Success in this role means helping ensure Annauma’s systems, records, and processes remain 
organized and reliable so that the team and Board of Directors have the information they need to 
make decisions and support community initiatives. 

Key Responsibilities  

Donor Database Administration  

Maintain and manage Annauma’s donor database (Keela), ensuring the accuracy and integrity of 
donor and supporter records. Responsibilities include: 
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●​ Entering new donations and updating donor records 
●​ Maintaining accurate donor contact information and giving history 
●​ Recording donor interactions and communications 
●​ Generating reports to support fundraising and organizational planning 

Executive and Board Support  

Provide administrative coordination to support the Executive Director, Board of Directors, and 
committees. Responsibilities include: 

●​ Supporting corporate compliance and regulatory filings with organizations such as the 
Government of Nunavut, Canada Revenue Agency (CRA), Workers’ Safety and 
Compensation Commission (WSCC), and other regulatory bodies 

●​ Managing calendars, scheduling meetings, and supporting meeting logistics 
●​ Preparing board and committee meeting packages 
●​ Gathering briefing materials and supporting documents 
●​ Recording and preparing meeting minutes 
●​ Maintaining records of motions, resolutions, and governance documents 
●​ Tracking organizational priorities and outstanding tasks/action items 

Grant Administration Support  

Provide administrative support to Annauma’s granting programs as needed. Responsibilities may 
include: 

●​ Maintaining grant records and documentation 
●​ Supporting application and reporting processes 
●​ Assisting in communication with grantee partners 

Office and Organizational Coordination  

Act as a central coordination point for Annauma’s operations and communications. Responsibilities 
include: 

●​ Monitoring general email accounts and responding to inquiries 
●​ Answering phone calls and directing requests 
●​ Coordinating with vendors and service providers 
●​ Helping maintain clear communication and coordination across the team 

Technology and Systems Support 

Support the use and coordination of Annauma’s internal technology platforms, including: 
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●​ Keela, Notion, Google Workspace, Zoom, 1Password 

Assist team members with maintaining organized digital systems and provide basic troubleshooting 
support when needed. 

Qualifications 

●​ Experience managing databases is required; experience with donor management systems is 
considered an asset 

●​ Proficiency with computer tools, including Google Workspace and other cloud-based 
applications 

●​ Strong organizational and administrative skills 
●​ Excellent attention to detail, particularly when working with financial or database information 
●​ Ability to manage multiple priorities and maintain organized systems 
●​ Strong communication and teamwork skills 
●​ Positive attitude and willingness to learn 
●​ Comfortable learning and working with digital tools and systems, and interested in keeping 

organizational information well organized 

Experience providing administrative support to senior leadership, boards, or committees is 
considered an asset. 

Compensation and Benefits  

Annauma offers a competitive salary in the range of $65,000 – $75,000, depending on experience 
and qualifications. 

In addition to salary, Annauma offers a comprehensive benefits package including: 

●​ $27,000 Northern Living Allowance 
●​ RRSP matching contributions up to 7% of salary 
●​ Comprehensive health and dental benefits 
●​ Health and wellness spending account 
●​ 3 weeks of annual vacation 
●​ Flexible and supportive working conditions 

Annauma is committed to fostering a positive workplace culture and supporting our team's 
well-being. 

Please note that staff housing is not provided for this position. Applicants who do not currently 
reside in Iqaluit should ensure they have secured housing prior to relocation. 
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Location and Hiring Policy  

This position is based in Iqaluit, Nunavut. 

Annauma is committed to building a team that reflects the communities we serve. Priority will be 
given to Nunavut beneficiaries (Inuit), and Inuit applicants are strongly encouraged to apply. 

How to Apply  

Please submit your resume and a short cover letter (maximum 1 page) to 
executivedirector@annauma.ca sharing: 

●​ Why you are interested in working with Annauma 
●​ Your experience with administrative coordination, databases, or organizational systems 

Applications will be reviewed on a rolling basis until the position is filled. 
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