
 

 
Great City, Great Work, Great Future! 

 

Position Vacancy: Duty Manager  

 

DEPARTMENT: Anvil Centre STATUS: Auxiliary 

NO. OF POSITIONS: One UNION: CUPE, Local 387 

HOURS OF WORK: See below* SALARY: 
$26.89 to $31.61 per hour 
plus 12% in lieu of benefits 

 
This is an exciting opportunity for a talented and experienced event professional to join the Conference Services 
team at Anvil Centre. You will deliver exceptional client care before, during, and after executive events, weddings, 
conferences and gala events; create an environment of teamwork with event managers, cultural staff, event 
producers, community groups, conference staff, suppliers, and contracted services; and provide leadership and 
direction to staff providing a variety of services. 
 
If many of the following characteristics and skills describe you, we want to meet you! 
 

 You have a positive, energetic “can-do” approach to work. 
 You have completed Grade 12. 
 You have a Serving it Right Certificate and courses related to the work plus sound related event 

industry experience. 
 You have a strong understanding of catering processes and procedures and experience with catering 

services for large groups. 
 You are comfortable in a multi-task environment with frequent interruptions and short deadlines, and 

sometimes a high degree of pressure. 
 You have the natural ability to interact with and engage clients, suppliers, and staff to ensure the timely 

execution of successful events and continually improve customer experiences. 
 You have a strong aptitude for preparing and maintaining records related to the work including 

completing daily shift logs, maintaining cash controls, liquor service management and catering. 
 You are adept at monitoring and maintaining inventory of supplies and ensuring compliance to health 

and safety regulations. 
 You have a track record of working independently with minimal supervision.  
 You can stand for long periods of time and have the ability to set up tables and chairs, if required. 
 You are familiar with complex building systems. 
 You have basic skills in Microsoft Office and POS systems.  
 You have experience with facility booking systems such as Ungerboeck Booking System.  
 Bonus if you have experience working in cultural environments such as arts centres, museums or 

galleries. 
 You are able to work non-standard hours as operationally required, evenings, weekends, including 

occasional overnight conversion shifts.  
 You have the ability to pass and maintain a clear Police Information Check. 

 
*Please note that the hours of work are dependent on event bookings and this position works a non-standard work 

schedule as operationally required, including weekends and evenings.  

 
Apply by sending your resume quoting competition #18-59, by May 4, 2018 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. 

The City of New Westminster welcomes diversity and encourages applications from all qualified individuals. 
We thank all applicants for their interest and advise that only those selected for an interview will be contacted 

This position is only open to those legally entitled to work in Canada. 
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