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Canopy is a planned gift marketing services firm that delivers transformative results for nonprofits 
through the power of planned giving. Our proven process deepens donor relationships and alleviates the 
burden for a non-profit team—growing long-term revenue to sustain the mission for generations. 
Canopy’s non-profit clients represent a variety of causes, traditions, and backgrounds including many 
faith-based clients rooted in the Christian tradition. 
 
Our Purpose:  Overflowing in gratitude, Canopy exists to cultivate Shalom in the world by helping 
nonprofits sustain and grow their impact. 
Vision: Enduring impact for every non-profit. 
Mission:  Unlock the power of legacy giving by cultivating vibrant donor relationships. 
Learn more about Canopy:  https://canopy-giving.com/employment-opportunities/  
 

Client Services Coordinator (CSC)—Job Description 
 
Location: Remote, with monthly in-person meetings in Grand Rapids, MI 
Reports to: VP of Client Services 
Part time:  20-25 hours per week 
 
Position Summary 
The Client Services Coordinator provides administrative and logistical support to the Client Services 
team by managing coordination tasks, preparing materials, maintaining templates, and reducing 
operational friction. This role exists to improve team efficiency and free Account Managers and Client 
Care Specialists to focus on strategic and execution-level work. The ideal candidate brings joy to our 
team by bringing order to complexity, improving processes, and helping teams operate more effectively.   
 
Key Responsibilities 
Scheduling & Calendar Management  

• Coordinate and schedule client meetings across team calendars 
• Manage rescheduling, confirmations, and meeting logistics 
• Ensure meetings are properly set up with links/materials 

Meeting & Presentation Support 
• Assist in preparing client-facing presentations (using PowerPoint, Canva, etc.) 
• Prepare and tee-up client meeting reminder emails 
• Maintain Canopy’s CRM database 
• Ensure materials meet branding and quality standards 

Administrative Workflow Support 
• Customize and proof client text copy packages 
• Assist in tracking tasks and deadlines across accounts 
• Support and maintain internal documentation such as our company knowledge base 
• Assist team with internal client onboarding tasks 
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• Support Client Care Specialists and Account Managers by handling coordination, documentation, 
and workflow-related tasks 

Template & Asset Management 
• Maintain and organize templates/documents/resources 
• Update and standardize client-facing materials 
• Ensure team access to current approved resources 
• Manage SharePoint/file organization 

General Team Support 
• Assist the data services team in preparing files for client programs 
• Handle general administrative tasks that improve efficiency 
• Other duties as may be assigned. 

 
Qualifications 

• Strong organizational and time management skills 
• High attention to detail and accuracy 
• Excellent written and verbal communication skills through email, phone and chat 
• Proficiency in MS Office Products (Word, Excel, PowerPoint, Outlook) including the ability to 

manage files in an online environment. 
• High level of comfort using technology platforms like Zoom, Outlook, and company CRM tool to 

communicate with co-workers and clients in a remote work environment.  
• Able and willing to work remotely. Candidate has space (likely at home) that is conducive to 

working with minimal interruption and has home internet that can support video conferencing.   
• Administrative, project coordination, customer service, or office support experience preferred 

 
Key Traits for Success 

• Continuous Improvement – notices inefficiencies and helps leadership identify better ways to 
accomplish recurring tasks. 

• Team-Oriented (Caring) – enjoys enabling others and seeing the team succeed 
• Proactive – anticipates support needs with a bias to “see it, own it, do it” 
• Client focused – strives to put the client first by making all aspects of their experience easy. 
• Detail-Oriented – catches small errors 
• Organized – keeps systems orderly 
• Faith-friendly – Because many of our clients are Christian ministries and faith-based 

organizations (from Protestant and Catholic traditions), successful candidates will be 
comfortable working within a values-driven environment and supporting organizations whose 
missions are often rooted in the Christian faith. 

 
While we use the title “Client Services Coordinator”, candidates with experience in administrative 
support, office administration, or operations coordination may find this position a strong fit. 
 
To apply, submit a cover letter and resume to employment@canopy-giving.com  The posting will remain 
open until the position is filled.  
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