
Reporting to the Director of Development & Community Engagement, the Events &
Community Engagement Assistant is a volunteer position. They are responsible for
supporting the planning and assisting in the execution of various events or activities to
support the Centre for Family Literacy’s strategic initiatives, as well as to enhance the image
of the CFL and its mission.  

This position is ideal for a student looking to build their resume, a retired person or
someone with some free time looking for something fun and meaningful to do. This position
involves on-site participation during events and will require some work at our west-end
office in Edmonton, as well as optional remote work.

Responsibilities include:

Volunteer Position

Events & Community Engagement
Assistant

Assisting with the management of events including logistics and planning to ensure
smooth execution of internal/external events such as annual golf tournament, Wine &
Words gala and donor receptions.
Identifying event requirements including online registration, if required.
Developing and maintaining vendor relationships.
Providing attendee communication and assistance by supporting or answering questions
related to the events.
Attending committee meetings, as needed, and preparing agendas, minutes, name tags,
etc.
Assisting with on-site event management to ensure smooth execution.
Collaborating with our Volunteer Coordinator for events requiring CFL volunteers.
Assisting with the set-up and tear-down of events.
Documenting post-event data including what went well and what may need
improvement.
Tracking historical event statistics including attendee history, costing, survey results and
summary of key findings.
Collaborate with Communications Coordinator for marketing materials, social media
posts, etc.



Experience managing events including accommodation, catering, audio-visual and
onsite coordination.
Knowledge of critical paths in event planning combined with some exposure to
budgets would be an asset.
Volunteer management experience is considered an asset.
Some evenings and weekends will be required for live events.

Qualifications:

Closing Date: Until a successful candidate is found.

To apply send your resume at: info@famlit.ca

Knowledge of industry best practices and standards including the understanding of
critical paths in event planning.
Experience with Google Suite/Workspace.
Time management, attention to detail and strong accuracy skills.
Excellent written and oral communication skills
Writing, editing and proofreading skills.
Ability to identify potential risks and ensure contingencies are in place.
Ability to troubleshoot on-site to ensure the event continues appropriately. 
Strong customer and client focus. 
Independent work style and can also work with a team for collaboration and guidance. 
Flexible with changing priorities and events overall.
Comfortable dealing with various levels of stakeholders internally and externally.

Competencies, Skills & Attributes:

mailto:info@famlit.ca

