
 

EVENTS AND ENGAGEMENT COORDINATOR, RENEWABLE CITIES 

Are you an excellent communicator with an eye for detail and experience in organizing events? Are you 
passionate about creating sustainable cities?  

ABOUT RENEWABLE CITIES  

Renewable Cities works with policymakers and practitioners to accelerate the transition to renewable, 
restorative, resilient cities through engagement, research, capacity building and policy innovation. The 
organization is a special initiative of Simon Fraser University’s Morris J. Wosk Centre for Dialogue. It has 
become a respected advisor sought out to inform local, provincial and federal governments on 
important policy topics, including integrated land use and transportation, integrated housing solutions, 
prefabricated mass timber building construction, organic waste, renewable natural gas and the circular 
bioeconomy. 

POSITION SUMMARY 

As Events and Engagement Coordinator, you will fill a critical role in the development and delivery of 
events and projects at Renewable Cities. You will support strategic engagement activities such as 
workshops and open houses for a range of stakeholders including policymakers, service providers and 
residents.  

We’re looking for someone with a knack for organizing engagement events online and in person—from 
selecting venues and arranging event details, to being a primary point person for participants. You will 
manage all event activities including the development and implementation of event timelines, budgets 
and logistics. You will liaise and negotiate contracts with vendors and partner organizations; support the 
creation of event promotional and marketing materials and liaise with participants.  

You thrive in a fast-paced work environment. You enjoy organizing people and logistics, as well as 
connecting with others both in person and digitally. You know what it means to show initiative and take 
the next step toward delivering a successful event. 

You are excited by the work of Renewable Cities in its various program areas. You are passionate about 
advancing climate action in urban regions and finding systemic solutions to complex challenges.  

KEY RESPONSIBILITIES 

Support development and delivery of in-person and online events for a range of audiences to advance 
discourse, policy and practice on urban land use, carbon management, affordability and sustainability 
through: 

Promotion 
• Supporting the development and delivery of marketing and communications materials for 

specific events, including drafting content and coordinating with the communications team on 
the design and production of materials. 

Planning and logistics 
• Arranging, coordinating, and revising meetings and events by preparing invitations, compiling 

and maintaining participant lists, responding to inquiries, recording replies to invitations, 
booking rooms, as well as locating and compiling support materials and information. 

https://www.renewablecities.ca/
https://www.renewablecities.ca/projects


• Ensuring that participants are well-informed of the event plans and logistics.  
• Ensuring special requirements of guests are met (e.g. accessibility needs or accommodations, 

dietary needs). 
• Determining logistical requirements for events, and conducting site visits to event facilities. 
• Developing and implementing event budgets, timelines and procedures; tracking and managing 

event expenditures within the allotted budget. 
• Booking required spaces with SFU Meetings, Events and Conference Services or other vendors. 
• Liaising with SFU Meetings, Events and Conference Services and IT services, as well as other 

vendors, regarding event catering and IT needs. 
• Advising on the availability and suitability of space and providing information and guidance for 

on-site requirements. Assisting with negotiating contracts and service rates with external 
vendors for events held off-site. 

• Resolving any billing issues with contractors and suppliers.  
• Where relevant, supervising and assigning duties to event volunteers.  

Monitoring and evaluation 
• Assessing and reviewing the planning and management of an event after implementation and 

preparing recommendations for future event delivery. 
• Conducting post-event surveys: coordinating collection of information; analyzing data; reporting 

on event metrics; and making recommendations to improve future events.  
Supporting special research and administrative projects 

• Preparing and updating contact lists of event participants and other program stakeholders in 
Renewable Cities’ contact management system. 

• Providing administration support on special projects including conducting directed research, and 
preparing related reports. 

• Other administrative tasks as required. 

DESIRED QUALIFICATIONS AND EXPERIENCE 

Education & Experience 
• College diploma in marketing, event management, or communications (or an equivalent 

combination of education, training and experience) plus two years of related experience, 
including project or event management. 

Knowledge, Skills and Abilities 
• Excellent organizational, time-management, and problem-solving skills. 
• Excellent communication (verbal, written) and interpersonal skills. 
• Excellent problem-solving and conflict-resolution skills. 
• Excellent attention to detail, planning and project coordination skills. Experience in project 

management including budget, financial management, and administration skills such as 
organizing administrative systems and procedures. 

• Demonstrated initiative and self-starting qualities. Ability to work independently, establish 
priorities, meet deadlines and work on a number of different initiatives concurrently. 

• Demonstrated ability to establish relationships and work cooperatively with a variety of 
stakeholders while exercising mature judgment, initiative, diplomacy and tact. 

• Proficient in the use of standard office applications, event management tools, social media 
platforms [e.g., MS Office (Word, PowerPoint, Excel), SurveyMonkey, Eventbrite, Mailchimp]. 
Bonus if experience in other applications including InDesign, Photoshop, Illustrator, HTML, 
Campaigner and CRM. 



• Ability to work in an environment where issues are diverse and complex. Knowledge of and 
commitment to best practices for safe, inclusive, inter-cultural and equitable communication and 
engagement processes. 

• Demonstrated ability to exercise professional discretion including handling confidential 
information and material with discretion. 

• Strong research and analytical skills with the ability to summarize complex information into 
reports. 

• Ability to work outside of regular business hours and workdays to coordinate and attend special 
events at various locations, as required. 

Interests  
• Interest in urban climate action in big and small cities and a keen interest in advancing 

affordability, equity, and ecosystem protection and restoration. 

OTHER ARRANGEMENTS 

Location: SFU Harbour Centre, 515 West Hastings Street, Vancouver; flexible hybrid work arrangements 
available 
Employment period: 6 months, with the possibility of renewal 
Hours: 35 hours/week (flexible part-time availability will also be considered) 
Pay: $55,000 per year 
Other benefits: 2 weeks paid vacation, professional development 

ELIGIBILITY 

• Applicants with qualifications to work in Canada will be given priority. 
• SFU Morris J. Wosk Centre for Dialogue is an equal opportunity employer. We are committed to 

creating an equitable environment for all employees. We strongly encourage applications from 
qualified people of all gender expressions and identities, sexual orientations, visible minorities, 
Indigenous persons and persons with disabilities. Should you require accommodations 
throughout the application process, please be in touch. 

TO APPLY 

• Submit a cover letter and resume to leanne_sawatzky@sfu.ca by 11:59 pm Pacific Time on 
Sunday, November 13, 2022. 

• In the cover letter, be sure to explain how you meet the required qualifications, particularly in 
areas that are not explicitly addressed in your resume. 

• Ensure your application is attached as a single .pdf file using the text “Lastname_Firstname_RC 
Coord” for the file name. 

• Cite the job title of the position you are applying for in the subject line.  
• No phone or email enquiries, please.  
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