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EVENT PLANNER 
 
PURPOSE 
This position involves coordination and facilitation assistance of special events fundraising (both in-

person & virtual), collaborative community programs and projects, including but not limited to an active 

transportation project and food insecurity programs. The person in this position is responsible to help 

build and maintain relationships with organizations and volunteers; identifying key messages and 

communicating them to potential community partners and stakeholders. In the position, you will work with 

a small team of students. You will be responsible for event creation and implementation, with assistance 

from other students on logistics and admin pieces.    

GENERAL TASKS/DUTIES.  

 Effectively convey the mission, benefits and organizational values of United Way Cape Breton to 
general public, businesses, community leaders and all internal and external United Way Cape 
Breton constituents 

 Promote a cooperative spirit among coworkers and other partners 

 Answers general phone line and direct inquiries, as necessary  

 Update donor database, complete donor trend analysis, with support from UWCB staff  

 Other duties as assigned  
 

EVENT PLANNING & PRODUCTION SUPPORT: 

 Plan and implement new and existing special events, during the course of the summer, adhering 
to COVID-19 restrictions (both in-person and virtual)  

 Identify sponsorship opportunities, working closely with executive director to execute sponsorship 
plan  

 Help to coordinate key aspects of events including, but not limited to, working with stakeholders, 
developing event timelines and helping to manage event logistics 

 Conduct research, and find resources to help staff make decisions about event possibilities 

 Suggest fresh ideas to make the event planning and implementation process better 

 Work as a link to vendors on issues relating to an event 

 Design and implement strategy to publicize and promote event(s)  

 Welcome potential event participants by greeting them in-person, on the phone or virtually; 
answering or directing inquiries  
 

SKILLS & ABILITIES  

 Enthusiastic and outgoing individual with a high degree of initiative  

 Ability to work as part of a team as well as independently  

 Able to handle multiple tasks in a highly active and fast-paced work environment  

 Self-motivated  

 Strong work ethic  

 Excellent interpersonal, communication and organizational skills are essential 

 Excellent written, verbal, organizational, interpersonal and presentation and facilitation skills 

 Ability to make effective and persuasive speeches and presentations to diverse groups of 
individuals including top management, public groups and employee groups 

 Interacts well with others and is able to maintain positive relationships throughout the community 
with diverse groups of people and with a wide variety of work environments 

 Demonstrates abilities in the following areas: analyzing data and providing recommendations 
from analysis, troubleshooting, sensitivity, diplomacy and discretion with personal and corporate 
information 
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 Strong competency in Microsoft Office software 

 Utilizes creative relationship-focused service skills to achieve desired results 

 Must be willing to travel - this position requires regular offsite appointments 

 Ability to be flexible and to function well under pressure, meet multiple deadlines 

 Commitment to community improvement is a must 

 Some evening and weekend hours required 

 A valid driver’s license and reliable transportation required 
 

Position details:  

 14-week position (summer months, May until August)  

 Monday to Friday (8am-3pm), some evening and weekend work, as necessary  

 Office & off-site (various outdoor community locations for events) working environment   
 

 

About UWCB: We exist to improve lives and build community on the island of Cape Breton, by engaging 

individuals and mobilizing collective action. We envision a thriving Cape Breton, where everyone can 

realize their potential and maximize their quality of life.  

 

 
 
EVENT VOLUNTEER COORDINATOR    
 
PURPOSE 
This position involves coordination and facilitation assistance of special events fundraising (both in-

person & virtual), collaborative community programs and projects, including but not limited to an active 

transportation project and food insecurity programs. The person in this position is responsible to help 

build and maintain relationships with organizations and volunteers; identifying key messages and 

communicating them to potential community partners and stakeholders. In the position, you will work with 

a small team of students. You will be responsible for volunteer coordination as it pertains to events, 

UWCB programs, both in-person and virtual, as well as event coordination and logistics.  

GENERAL TASKS/DUTIES.  

 Effectively convey the mission, benefits and organizational values of United Way Cape Breton to 
general public, businesses, community leaders and all internal and external United Way Cape 
Breton constituents 

 Promote a cooperative spirit among coworkers and other partners 

 Answers general phone line and direct inquiries, as necessary  

 Update donor database, complete donor trend analysis, with support from UWCB staff  

 Other duties as assigned  
 
Event Administration Support: 

 Prepare event budgets and fundraising goal; provide periodic progress reports to UWCB staff for 
each event  

 Keep track of event finances including check requests, invoicing, and reporting, with assistance 
from UWCB staff  
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 Ensure event activities (including before and after event) are properly documented for effective 
internal and external communication  

 Conduct post-event evaluations to determine how future events could be improved upon 
 

VOLUNTEER COORDINATION SUPPORT:  

 Source and recruit volunteers through various techniques (databases, e-mail, social media etc.) 

 Collect information on availabilities and skills 

 Arrange for appropriate training, when needed 

 Produce schedules for virtual programs   

 Communicate frequently with volunteers to ensure they are satisfied and well-placed 

 Disseminate all information regarding all volunteer programming   

 Keep detailed records of volunteers’ information and assignments 

 Ensure the purpose of the organization and its actions is clearly communicated 
 

SKILLS & ABILITIES  

 Enthusiastic and outgoing individual with a high degree of initiative  

 Ability to work as part of a team as well as independently  

 Able to handle multiple tasks in a highly active and fast-paced work environment  

 Self-motivated  

 Strong work ethic  

 Excellent interpersonal, communication and organizational skills are essential 

 Excellent written, verbal, organizational, interpersonal and presentation and facilitation skills 

 Ability to make effective and persuasive speeches and presentations to diverse groups of 
individuals including top management, public groups and employee groups 

 Interacts well with others and is able to maintain positive relationships throughout the community 
with diverse groups of people and with a wide variety of work environments 

 Demonstrates abilities in the following areas: analyzing data and providing recommendations 
from analysis, troubleshooting, sensitivity, diplomacy and discretion with personal and corporate 
information 

 Strong competency in Microsoft Office software 

 Utilizes creative relationship-focused service skills to achieve desired results 

 Must be willing to travel - this position requires regular offsite appointments 

 Ability to be flexible and to function well under pressure, meet multiple deadlines 

 Commitment to community improvement is a must 

 Some evening and weekend hours required 

 A valid driver’s license and reliable transportation required 
 

Position details:  

 14-week position (summer months, May until August)  

 Monday to Friday (8am-3pm), some evening and weekend work, as necessary  

 Office & off-site (various outdoor community locations for events) working environment   
 

 

About UWCB: We exist to improve lives and build community on the island of Cape Breton, by engaging 

individuals and mobilizing collective action. We envision a thriving Cape Breton, where everyone can 

realize their potential and maximize their quality of life.  
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MARKETING & COMMUNICATIONS ASSISTANT  
PURPOSE 
This position involves coordination and facilitation assistance of special events fundraising (both in-

person & virtual), collaborative community programs and projects, including but not limited to an active 

transportation project and food insecurity programs. The person in this position is responsible to help 

build and maintain relationships with organizations and volunteers; identifying key messages and 

communicating them to potential community partners and stakeholders. In the position, you will work with 

a small team of students. You will be responsible for all marketing and communications, including social 

media management, and communication related to events.   

GENERAL TASKS/DUTIES.  

 Effectively convey the mission, benefits and organizational values of United Way Cape Breton to 
general public, businesses, community leaders and all internal and external United Way Cape 
Breton constituents 

 Promote a cooperative spirit among coworkers and other partners 

 Answers general phone line and direct inquiries, as necessary  

 Update donor database, complete donor trend analysis, with support from UWCB staff  

 Other duties as assigned  
 

COMMUNICATIONS/MARKETING/SOCIAL MEDIA SUPPORT:  

 Introduce and promote new fundraising events and initiatives   

 Create and design promotional material and distribute in online and offline channels  

 Produce marketing copy for website and social media channels, as it relates to events 

 Create consistent, meaningful content on all social media platforms, including writing and editing 
social media posts, improving audience engagement, and promoting social media campaigns 

 Communicate with social media followers, including responding to queries in a timely manner 

 Use analytical tools such as Google Analytics, and Facebook Insights to monitor and evaluate 
United Way Cape Breton’s social media presence and performance 

 Prepare bi-monthly reports on social media marketing efforts to the UWCB staff 

 Suggest recommendations to adjust the social media marketing strategy for optimal results 

 Help to coordinate key aspects of events including, but not limited to, working with stakeholders, 
creating event timelines and helping to manage event logistics 
 

SKILLS & ABILITIES  

 Enthusiastic and outgoing individual with a high degree of initiative  

 Ability to work as part of a team as well as independently  

 Able to handle multiple tasks in a highly active and fast-paced work environment  

 Self-motivated  

 Strong work ethic  

 Excellent interpersonal, communication and organizational skills are essential 

 Excellent written, verbal, organizational, interpersonal and presentation and facilitation skills 

 Ability to make effective and persuasive speeches and presentations to diverse groups of 
individuals including top management, public groups and employee groups 

 Interacts well with others and is able to maintain positive relationships throughout the community 
with diverse groups of people and with a wide variety of work environments 
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 Demonstrates abilities in the following areas: analyzing data and providing recommendations 
from analysis, troubleshooting, sensitivity, diplomacy and discretion with personal and corporate 
information 

 Strong competency in Microsoft Office software 

 Utilizes creative relationship-focused service skills to achieve desired results 

 Must be willing to travel - this position requires regular offsite appointments 

 Ability to be flexible and to function well under pressure, meet multiple deadlines 

 Commitment to community improvement is a must 

 Some evening and weekend hours required 

 A valid driver’s license and reliable transportation required 
 

Position details:  

 14-week position (summer months, May until August)  

 Monday to Friday (8am-3pm), some evening and weekend work, as necessary  

 Office & off-site (various outdoor community locations for events) working environment   
 

 

About UWCB: We exist to improve lives and build community on the island of Cape Breton, by engaging 

individuals and mobilizing collective action. We envision a thriving Cape Breton, where everyone can 

realize their potential and maximize their quality of life.  

 

 


