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EVENTS & MARKETING ADMINISTRATOR 
JOB DESCRIPTION 
 
Position:  Events & Marketing Administrator 
Reports to:  Manager, National Events and Chapter Development 
Department:  Development  
Location:  Waterloo, ON (National Office) 
Status:   Permanent, Full Time 
Salary range: 36,598 to 47,206 

Purpose: 

The Chapter Development department supports more than 150 fundraising events and 30 active 
communities across Canada with their strategic planning, volunteer recruitment and retention, 
and advocacy/awareness activities. The Events & Marketing & Events Administrator supports 
the events program and assists with chapter marketing activities and website maintenance.          

Key Accountabilities: 

Community Events Support 

• Prepare support materials such as e-blasts, fundraising websites, hard copy mailers, 
license applications, post-event reports; and in working with the Communications & 
Marketing team, ensuring completion of materials including media alerts, print 
materials, and social media updates and schedules 

• Support the team in ensuring the accurate tracking and shipment of an inventory of 
promotional products for community events 

• Manage internal documents for tracking of event-related tasks and deadlines including 
event calendars, third party contracts, and volunteer lists 

• Facilitate increased information and resource sharing between events, HSC Chapters 
and volunteers 

• Provide administrative support for events as needed 

Chapter/Volunteer Support 

• Maintain database of Chapter Online presence, including development and training on 
Chapter websites as needed 

• Assist volunteers and chapter volunteers with questions and concerns, tech challenges, 
and chapter support as needed 

 
National Events Support (conference, CEFs, YPAHD Days): 
 

• Prepare supplies and shipments of supplies for the events 

• Respond to basic inquiries about events from interested parties 

• Update event pages and maintaining event data  

• Organize software booking for virtual events  
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Key Competencies: 

• Strong communication skills (written and verbal) 

• Attention to detail 

• Strong customer service skills 

• Able to balance multiple deadlines 

• Able to work in a fast-paced environment  

• Networking and relationship building 

• Self-starter and able to work independently 

 

Specific Requirements: 

• Post secondary degree or diploma (event management or marketing preferred)  
• Proficient with the Microsoft Suite programs 
• Experience managing Wordpress websites and social media pages 
• Experience with event management tools and software is considered an asset  
• Experience with Raiser’s Edge, Adobe Creative Cloud and/or Canva are considered an 

asset 
• Experience working with volunteers  

Other: 

Occasional evening and weekends with some travel to events/meetings 

*As with all HSC positions, core responsibilities are subject to change as needs require. 


