
   

 

 
 

 

Passionate about building connections? 
 
Want to be at the forefront of a Canada-wide conversation about youth entrepreneurship? 
 
Ready to stand out from your peers and build your resume with relevant event 
management experience? 

 

Then you might just be the person we have been looking for! 
 
 

What we do: 
 
Futurpreneur Canada (formerly the Canadian Youth Business Foundation, or CYBF) has been fuelling 
the entrepreneurial passions of Canada’s young enterprise for nearly two decades. We are the only 
national, non-profit organization that provides financing, mentoring and support tools to aspiring business 
owners aged 18-39. Our internationally recognized mentoring program hand matches young 
entrepreneurs with a business expert from a network of more than 2,800 volunteer mentors. 
Futurpreneur Canada is a founding member of the G20 Young Entrepreneurs’ Alliance, the Canadian 
member of The Prince’s Youth Business International, and the Canadian host of Global Entrepreneurship 

Week. www.futurpreneur.ca.  Futurpreneur   @Futurpreneur 
 

Learn more about Action Entrepreneurship here: 
http://www.futurpreneur.ca/en/microsites/actionentrepreneurship/ 

 
What you will do: 
 
Our Corporate and Public Affairs team is looking for a dynamic, highly-motivated team player. Reporting to 
the Senior Director, Partnerships the Event Coordinator is responsible for coordinating an upcoming series 
of major events across Canada. The events range in size from 30 to 500 people. The Event Coordinator 
will contribute his or her skills in event management to make this initiative a resounding success. This is a 
full time, 12-month contract position based out of Futurpreneur Canada’s National Office in Toronto. 

 

Want more details? As the Event Coordinator (Action Entrepreneurship) you will:  
 
 Coordinate event logistics, including registration and attendee tracking, presentation and materials 

support;  

 Oversee the development of guest lists; 

 Set up and monitor online event registration system; 

 Develop and maintain event planning documents, including but not limited to, task checklists, packing 
lists, show flows, programs, speaking notes, signage, etc.; 

 Prepare nametags, materials, notebooks, packages, gift bags, registration lists, seating cards, etc;. 

 Assist with negotiations for space contracts and book event space, arrange food and beverage, order 
supplies and audiovisual equipment, make travel arrangements, order event signs, etc; 

 Coordinate roundtable logistics with regional teams; 

 Create room layout for each event; 

 Serve as liaison with vendors including venues, caterers, photographers, travel agent on event-related 
matters; 

 Act as event leader on event day, managing volunteers, liaise with vendors and venue, timekeeper; 

 Assist with managing on-site production and clean-up for events as necessary; 

 Close out all events as required 

 
Event Coordinator, Action Entrepreneurship 

(12-month Contract) 
 

http://www.futurpreneur.ca/
https://www.facebook.com/futurpreneur
https://twitter.com/search?q=futurpreneur&src=typd
http://www.futurpreneur.ca/en/microsites/actionentrepreneurship/


Why you will succeed? You bring with you: 
 

 Hospitality degree or post-secondary education preferred, however, will consider equivalent work 
experience; 

 Excellent written and verbal communication skills, including proof reading skills (French is considered 
an asset); 

 Ability to manage multiple projects and work assignments from a variety of staff and volunteers; 

 Excellent interpersonal skills both in person and by phone, with high professionalism; 

 Fantastic customer service ethic and high expectations for quality; 

 Mastery of Microsoft Office, mail merges; 

 Proficient in Excel, PowerPoint; 

 Experience with CRM and project management software; 

 Bilingual in French and English is considered an asset. 
 
 

How you can apply: 

If you think this position was meant for you and you have the experience and skills to get the job done 
please submit your cover letter, outlining salary expectations, and resume with “Event Coordinator” in the 
subject line by November 12, 2014, in confidence by email to careers@futurpreneur.ca, or by mail to 
Human Resources, 133 Richmond Street West, Suite 700, Toronto ON M5H 2L3.  

We thank all applicants for their interest. We will acknowledge receipt of all applications received 
by email. No phone calls or agencies please. 
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