
 

 

 

Position Vacancy: Coordinator, Conference and Event Sales  

Great City, Great Work, Great Future! 

DEPARTMENT:   Anvil Centre STATUS: Auxiliary 
 

NO. OF POSITIONS: One  UNION: Exempt 
 

HOURS OF WORK: Up to 37.5 hours per week 
(non-standard work hours) 

SALARY: $31.05 to $34.26  per hour   

plus 12% in lieu of benefits 

 
Anvil Centre is the showpiece civic facility located in the heart of the downtown New Westminster which encompasses 84,000-
square feet of interior space and includes: conference and meeting facilities, banquet/event spaces, a flexible 350-seat non-
proscenium theatre, multi-purpose rooms and multi-purpose art studios, a new media art gallery, the City’s Museum and 
Archives, Canadian Lacrosse Hall of Fame and Tourism New Westminster’s visitor information. Details and links regarding this 
civic facility can be found at www.anvilcentre.ca 
 
A temporary opportunity exists for an experienced conference space sales professional.   Ideally, your experience comes from 

hospitality/event industry.  As directed by the General Manager, Anvil Centre, you will provide prompt support to incoming 

sales inquiries that will ultimately lead to event bookings, while ensuring guest expectations and revenue capture.  You are 

well versed in the completion of the sales cycle from lead, inquiry, proposal, contract, execution and to follow up.  You are well 

versed in event management software, reports and trace functions, specifically with the Ungerboeck event booking system.  

You have a solid understanding of Event Logistics, including but not limited to A/V requirements; building conversions i.e. set-

up/take down of events and the timing considerations related to these activities; catering requirements, in order to provide 

pricing quotes to clients for all of these related event charges.  Your outstanding communication and organizational skills 

allows you to liaise seamlessly with Anvil Centre management to ensure accurate forecasting of bookings and contractual 

terms and to ensure accurate and complete access to all key documents, correspondence and business records.  You 

maintain highest level of professionalism in your activities, personal, presentation and representation. If this opportunity 

resonates with you, we would love to hear from you. 

QUALIFICATIONS / REQUIREMENTS: 
 

 Grade 12 completion supplemented by post-secondary education, preferably a degree / diploma in a related 
discipline. Minimum 5 years of experience in a conference facility or the hospitality industry, specifically in the event 
management process. 

 In-depth working knowledge in the completion of sales process, event contracts & proposals. 

 Superior customer service and relationship building skills.  

 Excellent interpersonal and communication skills both written and verbal.  

 Highly self-motivated with the ability to work independently and within a team setting.  

 Proficient in use of computers, with working knowledge of MS Office, Windows, and the Ungerboeck event booking 
system. 

 Valid driver’s license for the province of British Columbia. 

 Ability to pass a Police Information Check. 
 

Apply by sending your resume quoting competition #16-112, by 2016 October 7, to the Human Resources Department, City 

of New Westminster, 511 Royal Avenue, New Westminster, BC, V3L 1H9, Fax: (604)527-4619 or e-mail to 
hr@newwestcity.ca. 
 

We thank all applicants in advance; however, only those selected for an interview will be contacted. 
The City of New Westminster is committed to employment equity. 

We welcome diversity and encourage applications from all qualified individuals. 

http://www.anvilcentre.ca/
mailto:hr@newwestcity.ca

