
 
 

 
 

 
 

 
Job title – Senior Event Planner (Maternity leave contract) 
 
Ideal Candidate 
 
The Foundation is looking for a highly motivated and accomplished event planner who is detail-oriented, 
organized, and a multitasker who is comfortable in a busy environment. 
 
You need to be consistently accurate in your work and be open-minded, while simultaneously handling 
multiple demands and pivoting with changing needs, as necessary. We can promise you no two days 
will be the same. The work is challenging but rewarding. 
 
Job Summary 
 
The Senior Event Planner will be working out of Vancouver's Chinatown and is responsible for the 
planning, development, and execution of the Foundation’s signature events (Autumn Gala, Spring 
Banquet), donor cultivation and stewardship events, special projects, and support of the Chinatown 
Storytelling Centre event rentals. 
 
You will work closely with the Foundation Chair, the COO, various volunteer committees, and team 
members on events communications, schedules, plans, logistics, and resources. The Senior Event 
Planner will have a proven ability to set goals, communicate effectively both written and verbally, and 
internally and externally. 
 
Key Responsibilities 
 
• Plan and execute all the Foundation’s events: Spring Banquet, Autumn Gala and Foundation 

special events while maintaining adherence to critical paths, budgets, and deadlines 
• Plan and execute donor cultivation and stewardship events while maintaining adherence to critical 

paths, budgets, and deadlines 
• Manage and support multiple volunteer committees and communications, and ensure objectives are 

met, the committee is informed and engaged, and co-chairs receive exceptional support during 
planning and execution of events 

• Acts as the primary liaison between committees, the Foundation, and external vendors to ensure 
seamless execution of events 

• Work with the committees to solicit sponsors and liaise with sponsors to fulfill engagement, 
stewardship, and contractual recognition 

• Develop and customize sponsorship proposals and reports for events 
• Develop annual and special event budgets and establish goals for all events and maintain records 

of expenditures, contracts, and deliverables 
• Oversee execution of all event related logistics including rentals, contracts, purchase orders, 

RSVPs, advertising and collection of contact details and required event information 
• Research suppliers, negotiate quotes, manage contracts and oversee deliverables for all external 

vendors 
• If applicable manage the auction strategy, fund-a-need, processes and resources for signature 

events 



 
 

• Manages the operations and logistics for donor recognition events, working closely with 
advancement team on objectives for lead donors, donor giving platform, entertainment, food and 
beverage, invitation process and event concept 

• Work closely with each departmental point-person for scheduling and resourcing to ensure event 
logistics are managed prior to event date 

• Liaise with staff in various departments, event volunteers, and external suppliers 
• Manage event debriefs and producing evaluations to inform future events 
• Contribute to the Foundation’s culture by understanding and supporting our Mission and Vision and 

demonstrate our values 
• Other duties as required 

 
Facility Rentals 
 
• Actively identify new opportunities to maximize revenue 
• Promote the CSC as a vibrant and popular local destination through planning, marketing, strategic 

analysis, and negotiation skills 
• Advise clients on facility capabilities, required permits, policies and procedures, and determine event 

costs and final settlement 
• Act as an expert and creative events resource for the CSC, ensuring the highest quality events, 

consistent with the standard of the Vancouver Chinatown Foundation 
• Other duties as required 
 
Education and Experience 
 
• Minimum of 5 years of experience in event planning, hospitality, marketing or fundraising 
• Minimum of 3-5 years’ experience in special event planning, facility rentals, fundraising, and/or 

equivalent work experience preferably in non-profit 
• Possess college or university degree 

 
Qualifications and Knowledge 
 
• Strong project management skills and demonstrated event management success 
• Excellent verbal and written communication skills 
• Strong critical thinking, problem solving, and interpersonal skills 
• Highly organized planner capable of managing a range of assignments and meeting multiple 

deadlines 
• Ability to adapt, multi-task and manage multiple events with various deadlines and thrive with 

ambiguity 
• Self-motivated with demonstrated ability to provide leadership for the event committee(s) 
• Self-starter with strong negotiation skills and high initiative while remaining comfortable working 

within the framework of a collaborative, team-oriented environment 
• Exceptional interpersonal skills and professional presence necessary to interact with donors, senior 

volunteers and stakeholders 
• Must be able to take direction, and handle difficult situations with mature judgement, initiative, 

diplomacy and tact 
• Ability to handle highly confidential information and material with discretion 
• Experience working with venues, A/V vendors, lighting and décor companies 
• Sound computer skills and experience with Microsoft Office, particularly Excel, Google applications, 

and donor management platform applied to the preparation of proposals, reports and presentations 
• Familiarity with Keela is an asset 
• Flexibility to work evenings and weekends, as necessary 
• Valid BC Driver’s license and access to a vehicle required 
• Ability to lift and move up to 20 lbs 
• Fluency in Chinese (Cantonese), both written and verbal is an asset 

 



 
 

Vancouver Chinatown Foundation 

The Vancouver Chinatown Foundation is a registered charity founded in 2011 to honour a culture and 
community established in Vancouver over 100 years ago and is dedicated to building a more resilient and 
inclusive community by promoting the wellbeing of those in need while preserving Chinatown’s 
irreplaceable cultural heritage. We have a vision of a prosperous, vibrant, and inclusive Chinatown, where 
people come to live, work, and play. 

To apply, please submit a cover letter and your resume to careers@chinatownfoundation.org. 

We are committed to equal employment opportunities regardless of race, colour, religion, national origin, 
sexual orientation, age, marital status, disability, gender identity, or Veteran status. 

We wish to thank all applicants for their interest and effort in applying for the position; however, only 
candidates selected for interviews will be contacted. 

 


