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Job Title: 		Events Coordinator, Recruitment
Job Number:			A-373 | VIP-1498	
Band:			OPSEU-8	
Department: 			Recruitment & Admissions 
Supervisor Title: 		Associate Director, Recruitment
Last Reviewed:			December 8, 2025

JOB PURPOSE
Under the general direction of the Associate Director, Recruitment, coordinates all recruitment events at both Trent campuses, including but not limited to Open House, President’s Distinguished Scholars Dinner, Scholars Challenge, Tours Plus, guidance events, the Ontario Universities’ Fair and applicant receptions. Provides additional recruitment services in a variety of educational, community and professional settings in order to achieve the applicant and enrolment goals and targets.
KEY ACTIVITIES:
· Plan and execute recruitment events from start to finish, including developing timelines, budget coordination, coordination with Risk Management to ensure compliance with university risk management strategies and implement security measures. 
· Coordinate all event logistics such as venue selection and site visits, vendor negotiations for catering, equipment, and promotional materials, and oversight of event setup and teardown.
· Create and maintain detailed documentation including meeting notes, invoices, and event plans.
· Coordinate logistical communication with internal audiences including faculty, staff, and service departments.
· Update key event information on internal and external sites, including but not limited to: OUINFO, School Finder, community-based events calendars, Trent website and Trent internal events calendar. 
· Recruit and train student, staff and faculty volunteers for each event coordinating training sessions, roles and responsibilities, and scheduling.
· Manage event data and reporting, including prospect data collection, surveys, and database updates to support enrolment planning and follow-up strategies.
· Collaborate with academic and service departments to coordinate training sessions and ensure alignment with institutional goals and best practices.
· Coordinates annual Enrolment Advisor training with various service and academic departments 
· Assists, supports and participates in all conversion activities. 
· Represents the Office of Recruitment & Admissions internally to the Trent Community, and represents Trent University externally, as required.  
· Markets Trent by establishing key relationships including with prospective students, their parents and the guidance community within their region. Communicates information regarding admissibility to all academic programs, the receipt of financial aid, scholarships, college admissions, University and College transfers, and residences and other services as required.
· Represents Trent during visits to high schools, colleges and other community-based organizations throughout Ontario (and possibly Canada) to present relevant information to groups that may include prospective students, counsellors, teachers, parents, and social workers as required.
· Responsible for collecting prospect data and leads for analysis and follow-up as required. Adapts methods for data collection and use as needed to ensure evolving best practices as required.
EDUCATION REQUIRED:
· General University Degree (3 year) within the last 10 years with preference given to candidates with educational experience at Trent University.
· Event Management Certificate or equivalent education preferred. 
EXPERIENCE/QUALIFICATIONS REQUIRED:
· Two (2) years of experience planning and executing large-scale events, including overseeing teams of event staff and/or volunteers. 
· Excellent interpersonal, verbal and written communication skills required.
· Excellent organizational and time-management skills with the ability to manage multiple priorities simultaneously.
· Proficiency with computer systems, including word processing, spreadsheets, data sheets, web content management systems, Excel database and/or gantt charts and event management registration databases. 
· Valid ‘G’ class driver’s license required.
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