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Covenant Foundation proudly supports Covenant Health, Covenant Care and Covenant Living and their 
155-year legacy of healing the body, enriching the mind, and nurturing the soul. 
 
Our foundation partners with the community to invest in transforming health care and to help create 
vibrant communities of health and healing for Albertans from all backgrounds, faiths and circumstances, 
from birth through every stage of life. The funds we raise support compassionate programs and services, 
leading-edge research and education, and state-of-the-art equipment for healthcare teams, patients, 
residents and their families at 20 Covenant hospitals and facilities across Alberta. 

 

We’re seeking an experienced professional to join our team in the full-time, permanent position of 
manager, governance & special projects. 
 
Reporting to the CEO, the manager governance & special projects works with the CEO and the board and its 
committees to manage projects, activities and resources within the governance structure. This position provides 
leadership by anticipating, mitigating and managing critical issues and actionable items within the office of the 
CEO. The position will oversee, coordinate and provide direction in office management, budget and financial 
planning, risk issues management, committee leadership and support, project management, stakeholder and 
community relationships, and executive support services. 

KEY RESPONSIBILITIES 
Board Governance: 

• Manage all aspects of the affairs of the board of directors (board) and its committees in their leadership, 
accountability and responsibility with regard to governance. 

• Serve as a liaison between the board of directors and management on board related matters. 

• Provide high-quality analytical and administrative services to support the effective management of the 
foundation’s governance, including the relationship with the board and committees, and serving as the 
key liaison with members as requested. This includes:  

o Establishing a comprehensive multi-year calendar and timelines for all aspects of the board’s 
and committee’s work plans.  

o Coordinating and supporting board and committee meetings through the development of pre- 
and post-meeting materials (e.g., annual work plans, drafting agendas, briefing notes, 
background papers, presentations, minutes and action lists / business arising) and ensure they 
are issued within established timelines. 

o Ensuring all business arising is delegated to the appropriate director or staff, tracked and 
brought forward on a timely basis for subsequent discussion at board or committee meetings. 

o Managing the board director nomination process, the new director orientation, director 
evaluation and stewardship programs. 

• Utilize project management knowledge and event planning expertise for board special events (e.g., 
board Retreat, Annual General Meeting). 

• Facilitate effective triaging of queries and sensitive issues of all matters pertaining to the board of 
directors and its committees, and determine appropriate action and provide response. 

• Maintain Board Members’ Orientation Handbook for relevance and accuracy. 

• Maintain board electronic portal. 

• Carry out any other duties and responsibilities to support the CEO in supporting the board of directors, 
or a board committee. 
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Affiliate Foundation Boards: 

• Collaborate with the CEO, affiliate board directors and appropriate Covenant family leadership to ensure 
the development and maintenance of effective affiliate foundation boards. 

• Support the CEO in lending guidance to affiliate foundation boards to develop and execute their work 
plans and budgets in alignment with the Covenant family strategic plan. 

• Facilitate communication between the foundation in its role as Member and the affiliate boards. 

• Facilitate approval process for affiliate foundation boards with the foundation as the Member as 
outlined in the bylaws of each. 

 
Office of the CEO: 

• Provide advice, consultation, guidance, recommendations and perspectives on foundation matters, 
projects, issues or risks to the senior leadership and staff, as appropriate. 

• Represent the CEO, as delegated with internal and external stakeholders. 

• Act on behalf of the CEO where appropriate in fulfilling accountabilities and to achieve the objectives of 
the foundation – from specific operational items to high level strategic items. 

• Manage the CEO’s calendar and prioritize their time and schedule. 

• Adequately brief and prepare the CEO for their activities and anticipate his/her needs to deliver on their 
accountabilities. 

• As a member of the senior leadership team, participate in strategic planning, policy development and 
decision-making. 

• Manage key strategic projects or initiatives in the department for the CEO as required. 

• Create and maintain systems and processes to streamline operations. 

• Ensure timely and effective completion of projects and initiatives of the CEO. 

• Keep the CEO informed of issues or emerging trends and briefs the CEO on any issues, concerns, matters 
and meetings. 

• Prepare the budget for the CEO’s office, expense claims, and other administrative requests, as 
applicable, on behalf of the CEO. 

• Communicate directly, and on behalf of the CEO with board members, donors, foundation and Covenant 
Health/Care/Living staff, Covenant facilities and others on matters related to foundation business. 

• Reviews, revises and ensures the effective implementation of the organization’s document management 
retention policy in keeping with requirements for privacy, security and business continuity. 

• Coordinate, implement and manage special projects arising within the Office of the CEO.  

• Work independently on specific projects and assignments and identify and respond to priorities 
of the CEO’s office; ensures project objectives are met within set deadlines. 

 
Strategic Planning & Priority Setting: 

• In collaboration with the CEO, manage the foundation’s Strategic Plan, including implementation and 
monitoring of KPI’s and evaluate metrics for informed decision-making by the board and management. 

• During the fiscal year, manage the monitoring cycles for the current, previous and upcoming fiscal years 
and align each cycle with the foundation’s planning cycle and engage in longer- and shorter-term 
planning. 

• Collaborate with the CEO to ensure the board and rest of the senior leadership team obtain the 
appropriate information to make informed decisions on the strategic and business planning and 
improvement process. 
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Cause Programs: 

• In collaboration with the CEO assist in managing the foundation’s grant program, including 
responding to potential applicants, preliminary screening of requests, research related to grant 
application review, etc. 

• Support the Strategic Priorities and Allocations Committee by providing analysis and materials 
for decision-making, monitoring and oversight of the foundation’s investment in the Covenant 
family. 

• Coach grant applicants and recipients regarding grant guidelines, criteria, and application 
procedures. 

• Assess grant applications for eligibility and completeness. 

• Assess the capacity, leadership and fiscal qualifications of grant applicants. 

• Monitor progress and results of grant projects. 

• Ensure appropriate file and records are maintained. 

• Conduct evaluation of progress reports from grantees. 

• Facilitate the consolidation of grant information around outcomes to assist in fundraising and 
stewardship. 
 

Human Resources: 

• Provide direct supervision and oversight of the database coordinator and other positions as identified 
to: 

o Ensure position accountabilities are met; 
o Provide oversight, advice and coaching in meeting accountabilities of the position; and 
o Offer development opportunities. 

• Responsible for human resource components, i.e hiring process, goal setting and performance 
management. 

• Provide back-up coverage for daily deposits. 

• At the direction of the CEO, conduct needs-assessments for staff team development. 

• Work collaboratively with the CEO, other senior leadership and outside consultants to deliver education 
sessions for foundation staff. 

• Actively participate in fostering a workplace culture of open communication, inclusivity, mutual respect 
and productivity. 

• Model the foundation’s Team Culture Code and hold colleagues accountable to the same. 
 
Policies and Procedures: 

• Maintain current understanding and documentation of the foundation’s policies and operating 
procedures and ensure timely review of policies as per the Policy Management Calendar. 

• Support the CEO with the development, improvement and control of policies and procedures. 

• Manage the documentation of policies and procedures, communicate changes to the organization, and 
keeps documentation controlled and current. 

 
Other: 

• Promote a positive atmosphere within the foundation and Covenant Health/Care/Living, working 
cooperatively with all team members to achieve personal, departmental and foundation goals. 

• Represent the Covenant Foundation as required at public appearances and presentations. 

• Lead and participate in additional assignments, as required. 
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QUALIFICATIONS AND KEY COMPETENCIES 

Qualifications, Knowledge, Skills and Abilities 

• Post-secondary degree with a minimum of five years’ experience in the non-for-profit sector. 

• Organizational, interpersonal, networking and communications skills are necessary as well as 
foresight in anticipating of the needs of the CEO and the board.   

• Ability to synthesize information quickly and exercise judgement in changing and politically 
sensitive situations. 

• Project management skills, excellent written and verbal communication skills, and 
supervisory/staff management skills. 

• Ability to work collaboratively and effectively with other team members from other areas of 
expertise within the organization. 

• Strategic thinking with strong analytical and problem-solving skills. 

• Ability to collaborate and work across business units and the Covenant family with distinct and 
differing business opportunities. 

• Ability to analyze issues identifies solutions, make decisions and develop processes to implement 
solutions. 

• Strategic thinker. 

• Advanced problem-solving skills. 

• Strong facilitation, and consensus building abilities among groups with varying interests. 

• Advanced skills in MS Word, Excel, Outlook and internet search skills. 

• Superior written and verbal communication skills. 

• Proven track record of success in meeting and event coordination. 

• Demonstrated exceptional organizational, planning, problem-solving and time management skills. 

• Demonstrated ability to multi-task and prioritize workload, while meeting all deadlines. 
 
Key Competencies 

• Understanding of and commitment to Covenant Foundation/Covenant family mission, vision and values. 

• Ability to articulate and translate the importance of the Covenant mission and values into success. 

• Ability to work successfully in a dynamic, fast-paced and complex environment. 

• High level of poise, tact, diplomacy and judgment. 

• Ability to build and maintain positive and collaborative relationships. 

• Self-directed. 

• An eye for detail. 

• Strong understanding of protocol, discretion and professionalism. 

• History of being a positive and dynamic team player. 
 
Other 

• Ability to travel within the Edmonton area and throughout the province.  Valid driver’s license and 
access to a reliable vehicle is required. 

• Ability to work flexible hours, as evening and weekend work may be required. 
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What We Offer 

• Comprehensive benefit package 

• Pension plan 

• Flex spending account 

• Hybrid work environment (currently remote; will shift to a hybrid remote/in-office model when 
safe to do so) 

• Culture code: Respect, Innovation, Teamwork, Engagement 

Closing date 
November 2, 2021 
 
Interested applicants are asked to email their résumé and cover letter to Tracy Sopkow, CEO, at: 
covenantfoundation@covenanthealth.ca.  
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