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Position: Community Events Coordinator

Term: Full time (1-year contract)

Salary Range: TBD

Reports to: Cultural Programs Manager

The JCCC is a not-for-profit organization dedicated to enriching lives through the celebration of Japanese
culture and Japanese Canadian heritage. Year-round, we host numerous events of different scopes, from
intimate events to large-scale festivals, hosting over 1,500 visitors. We are looking for an experienced
event planner to join the team on a 1-year contract to lead our JCCC-produced events. This position
works as a connection between the staff and the community, and requires the individual to be lead with
clarity and organization, as well as be flexible and quick to respond to unforeseen circumstances.

In turn, the JCCC provides a team-centric work environment which values collaboration and upholds the
notion of service. To learn more about the JCCC, visit www.jccc.on.ca .

Major Responsibilities:

To be an active member of event committees, and coordinate logistics for all JCCC events,
including vendors, food sales, permits, floorplans and equipment.

To work together with the Volunteer Coordinator in the planning and execution of events, and
to provide volunteer job descriptions.

To build committees - bringing the volunteers together in order to deliver successful community
events.

To participate in weekly event planning and scheduling with the event and rental team.
To liaise with other staff teams regarding building scheduling and space usage.
To develop, assess and work to event budgets.

To ensure organizational compliance to regulations regarding space usage, LCBO, fire and public
health standards.

To grow existing and develop new JCCC community events.

To build and nurture long-term partnerships with a variety of community groups.

Skills and Qualification:

The successful candidate will have proven experience in event management, and knowledge of
event management tools.


http://www.jccc.on.ca/

e Have excellent time management and organization skills and be able to create order in high-
stress environment with multiple stakeholders.

e Demonstrates strong interpersonal skills and the ability to effectively communicate and
collaborate with colleagues and clients.

e Be able to work with committee members diplomatically and reach consensus collaboratively.

e The candidate will be able to guide creative processes in the development and the design of
events, to ensure they are always refreshed, culturally appropriate and meet the needs of the
community.

o The Community Events Coordinator will be a strong leader in facilitating meetings and a
confident public speaker, and be able to lead orientation sessions with volunteers, community
partners and vendors.

e The successful candidate will have a proven record of being able to identify and develop new
and long-term partnerships, and broaden network in their work scope.

e Experience in working in a rental facility, event hall, or catering business would be considered an
asset.

e An appreciation and understanding of Japanese culture and/or the Japanese Canadian
community is preferred.

e Proficiency in speaking, reading, and writing Japanese is an asset, but not required.

Working Conditions:
e Position is located onsite at JCCC.

e The Community Event Coordinator will be required to be available for events in the evenings
and weekends as required.

Employment is contingent upon:
e Proof of employment eligibility in Canada (i.e. valid SIN number)
e Compliance to JCCC Health Protection Policy (as found at jccc.on.ca)

e Employee agrees to undergo Vulnerable Sector Screening Check

To apply, please send Cover Letter and Resume to HR@jccc.on.ca, with the subject line “Community
Events Coordinator” referencing Job Posting #30244

Application deadline: January 17, 2025
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