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Job Title: 			CAST 50th Event Coordinator
Job Number:			A-451 | VIP: 1771			
Band:			OPSEU- 4		
NOC:			1241			
Department: 			School for the Study of Canada
Supervisor Title: 	Director, School for the Study of Canada
Last Reviewed:			September 7, 2022

JOB PURPOSE:
Trent University was the first university in Canada to establish a Canadian Studies program and recently re-affirmed its commitment to this area of study by launching the School for the Study of Canada.  In 2022-23, Trent will be celebrating 50 years of research and undergraduate learning in the field of Canadian Studies and we’re looking for an event coordinator. Under the general supervision of the Director, and the program AAA, provides start to finish support to events, including facilitation of webinars.  Works collaboratively with the team in the School for the Study of Canada.

Key Activities:
Event Logistics 
1. Make all arrangements for speakers ie: equipment, technical requirements, accommodation, travel, processing all reimbursements and expenses
2. Book venues for in-person events or set up virtual events in Zoom or other platforms and ensure all technical requirements are met, including if the event is to be recorded
3. Other logistics such as, but not limited to: monitor event registrations; arrange parking; book catering; create signage; determine and write speaking notes; stage manage virtual events;  send post-event thank you and prepare evaluation notes. 



Marketing & Communications
1. Prepare promotional material for the events such as: invitations, posters, event and calendar postings, coordinating with designer when appropriate
2. Create social media posts and prepare updated content for the website
3. Work with the Marketing and Communications team on further promotions, such as news releases and other stories 
4. Communicate with a variety of stakeholders such as: speakers, faculty, students, staff, alumni, suppliers, and senior administration of the university 
5. Respond to inquiries, provide information  

Administration
1. Coordinate meetings and take notes, track event budgets, follow up on payments, other general office duties

Education Required:
· College Diploma or University Degree in related field. Background in Canadian Studies is an asset. 

Experience/Qualifications Required:
1. Excellent planning and organizational skills combined with good time management skills
2. High attention to detail 
3. Demonstrated written communication skills
4. Professional, and able to interact with a diverse range of people
5. Ability to work with minimal supervision, take initiative and problem solve
6. Proficient with Microsoft Office Suite, especially with Excel and Word
7. Experience in webinar management.

Supervision:
· May include occasional supervision of the activities of student employees 



Job Evaluation Factors:
Managers are requested to fill out the section below for job evaluation purposes.
Analytical Reasoning
· Collaborating with various university departments and external participants to ensure successful events.
Decision Making
· Will consult frequently with SSC team with most decisions regarding events.
· Will independently manage webinars in progress.
Impact
· Success and smooth roll out of events will have positive impact on the reputation of the SSC and Trent University.
Responsibility for the Work of Others
Direct Responsibility 
· May occasionally supervise student worker during events.
Communication
Internal:
· Faculty – assisting with the organization of events
· Computer Services – communicate with IT regarding requirements of events
· Food Services - catering arrangements
· Scheduling – room bookings
· College Office - room bookings, collaboration on events
· Communications - events within the department and for advertising such events, working with M&C on communication plan
· AAA CAST – work collaboratively on events, budgets, and communications
· Audio Visual – arranging for sound technician for events
· Print shop - printing jobs
· Alumni / Advancement – collaboration on events / promotions
External:
· General Public - answer questions at events
· Hotels - visiting speaker accommodation
· Audio / Visual – working with graphic designer and videographer for events.

Motor/ Sensory Skills
· Dexterity - Word processing, event set up	
· Coordination - Walking, climbing stairs
· Hearing - Responding to telephone and people in office
· Visual - All aspects of job


Effort
Mental:
· Sustained Concentration - proof reading, compiling data, frequent interruptions, ability to manage online events.

Physical:
· Walking/climbing – Photocopier,  departmental office, in person event management
· Standing/stretching – in person event management
· Lifting / carrying – in person event management

Working Conditions
Psychological:
· Frequent interruptions
· Potential need to pivot events quickly due to COVID complications
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