
 

 

EVENT COORDINATOR (EVENT LEADER) 
COMPETITION #22-135 

 

DEPARTMENT: Anvil Centre STATUS: Full Time 

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

HOURS OF WORK: 37.5 hours/week (non-standard) SALARY: $55,483 - $65,627 plus benefits (2021 rates) 

Anvil Centre, the showpiece civic facility located in the heart of downtown New Westminster, is looking for a dynamic, 
highly organized and energetic Event Coordinator to join their Conference Services team! As the facility liaison for events, 
you will plan event logistics from start to finish; coordinate resources to execute a variety of events, including weddings 
and executive events; draft event budgets, proposals and itineraries; collaborate with event managers and producers, 
vendors/suppliers and contracted services; coordinate event set-up, execution and take down and provide support on-site 
during events; manage and maintain event budgets, expense reports and event records; provide leadership and direction 
to various staff; and provide Duty Manager coverage as required.  

If you have the following characteristics and qualifications, we want to hear from you: 

 Completion of Grade 12, Serving It Right Certificate, Food Safe Certificate, related courses and 2 to 3 years solid 
related experience. 

 Considerable experience in event coordination of weddings and executive events from the signed event contract 
stage to invoicing of the client.  

 Experience in planning menus in consultation with the client and chef, and managing the catering and beverage 
functions. 

 Sound knowledge of and ability to maintain the high standards required with policies, regulations (Fire, Emergency, 
Liquor & Health Licensing & Permits) and standards governing the work including the facilities and services available 
to clients.  

 Working knowledge of computer applications such as Microsoft Office Suite 2010 and POS systems. Working 
knowledge of event booking systems such as Ungerboeck is preferred. 

 Ability to oversee, direct and coordinate support for a variety of events and to resolve problems as they arise. 
 Ability to build and foster collaborative relationships with internal and external contacts. 
 Ability to communicate effectively. 
 Demonstrated ability to prioritize work and meet timelines with proven organizational skills. 
 Demonstrated ability to supervise and direct auxiliary staff. 
 Ability to prepare and maintain records related to the work including completing daily shift logs, maintaining cash 

controls, completing revenue and expense reports, maintaining supplier accounts and invoices. 
 Ability to work with minimal supervision and possess sound decision-making skills. 
 Ability to move furniture and equipment when required. 
 Must have ability to work non-standard hours as operationally required, including evenings and weekends. 
 The successful candidate must be able to pass and maintain a clear Police Information Check (PIC). 

 
Apply by sending your cover letter and resume in one document quoting the competition number, by August 5, 

2022 to the Human Resources Department, City of New Westminster, 511 Royal Avenue, New Westminster, BC, V3L 

1H9, e-mail to hr@newwestcity.ca using the following format in the subject line:  LAST NAME First Name #22-135 

To support a workforce that reflects the diversity of our community; women, Indigenous Peoples, racialized individuals, persons of diverse sexual 

orientation, gender identity or expression (LGBTQ2S+), persons with disabilities, and others who may contribute to diversity of our 

workforce, are encouraged to express their interest.  

New Westminster is on the unceded and unsurrendered land of the Halq'eméylem-speaking peoples. ` It is acknowledged by the City that 

colonialism has made invisible their histories and connections to the land. We are learning and building relationships with the 

people whose lands we are on. 

 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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