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JOB POSTING 

March 17, 2016 
 

 

Event Coordinator  

Permanent Part time - 21 hours per week 
Variable days and hours 

 

Position Summary:  

This position will be responsible for the organization, planning, implementation, coordination and stewardship of the fundraising 
events. It includes CCS Signature Fundraising events - The Secret Soirée and Melody Mayhem, the Christmas Sharing program 
plus Third Party events and others as required. The position requires a strong, dynamic leader who is organized and able to 
manage multiple priorities and projects. The coordinator will ensure all events operate efficiently and generate maximum 
revenue through donations and gifts in kind.  They will build and nurture relationships with volunteers, supporters and donors. 
The ideal candidate is experienced, with a willingness to contribute and a passion for making a difference.  

 

Qualifications: 

Education, training & experience       
 Diploma in Marketing, Communications, Fundraising, Event Planning, or related field. 
 Experience working in a non-profit or charitable organizations 
 Previous experience working with volunteers. 
 Two (2) years recent related experience or an equivalent combination education, training and experience. 

         Job Skills & Abilities 
 Excellent organizational skills and attention to detail 
 Ability to work independently as well as on a team 
 Ability to prioritize tasks and projects  
 Proficient with Microsoft Office Suite   
 Ability to interact tactfully and diplomatically with a wide variety of people including committee members, donors, 

sponsors, volunteers and event participants 
 Ability to work flexible hours including evenings and weekends 
 Proficiency in special events logistics with a proven track record of success. 
 Creative thinker who has the ability to generate new ideas and initiatives, and plan and execute their implementation 
 Superior written and verbal communication and presentation skills 
 Ability to think strategically and work independently in directing new initiatives or enhancing existing programs 
 Knowledge of InDesign and fundraising databases an asset 

 

Duties & Responsibilities: 

 Set timelines, schedules and budgets and tracks development of all events  

 Recruit community committee members as volunteers in key markets to support events  

 Organizes committee meetings and takes minutes, tracking progress and developments 

 Coordinates venue selection, manages guest lists, ticket sales, food service arrangements, menu planning, packing lists, 
décor, entertainment etc. 

 Solicits and tracks ticket sales, in-kind donations, in-kind contributions, prizes and auction items to meet event budgets 
and increase net revenue  

 Coordinates and provides leadership of volunteers, orientation, task descriptions, supervision, tracking of hours and 
recognition 

 Build and maintain effective donor and volunteer relations  

 Acts as a liaison for third party events, attends and assists as appropriate  

 Promotes events through in-person meetings, phone calls, presentations and email correspondence 
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General: 

 Wage rate: as per BCGEU Collective Agreement, PC1/Unique, Grid Level #12   $19.03  per hour 
 This position requires Union membership. 
 This position is open to both male and female applicants. 
 This position requires successful completion of a criminal record check. 
 This position reports to the Fund Development Officer 

 

 

Please mention the name of the job position you are applying for in your cover letter.   

NO phone calls. Only short listed applicants will be contacted. 

 

Please submit your cover letter and resume to: 

Matt Lutz, Human Resources Coordinator 
Chilliwack Community Services 
45938 Wellington Avenue, Chilliwack, BC    V2P 2C7 
Fax: 604.792.6575    Email:  careers@comserv.bc.ca 

 

Closing Date:   12:00 Noon, March 31, 2016  
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