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Brock University Students' Union



Job Title:
	Special Events Coordinator
	Start Date: 
	May 2010

	Location:
	On-Campus
	End Date:
	April 2011

	Salary:
	$12.00
	Hours:
	40 hrs – May to Sept

20 hrs – Sept to April

	Supervisor:
	Vice-President, Student Services
	Posting Open:
	March 8, 2010

	Applications Accepted By:
	Email:
Chris Green – ea@busu.net
	Posting Close:
	March 19, 2010

	Mail:

BUSU - 500 Glenridge Ave, St. Catharines Ontario L2S 3A1
	Job Description:
	Available at www.busu.net/jobs

	This posting is an excerpt from the Job Description which outlines the job in its entirety.

Duties – Event Planning:
· Takes direction from the Vice President Student Services on Orientation and Frost Week programs.

· Responsible for coordinating BUZIES, Presidents’ Ball, and other special events as reasonably assigned.

· Is the central event planner for the Students’ Union. Organizes event logistics, completes appropriate risk management assessments, prepares budgets, corresponds with relevant stakeholders and contributors, coordinates tickets sales, advertises events, assesses feasibility, prepares alternative plans (particularly for outdoor events).Plans the Orientation and Frost Week programs, corresponds with the Orientation planning committee, advertises the programs, recruits sponsors, prepares budget, and supervises each event throughout the program.

· Assists with special projects which may include, but are not limited to: promotional campaigns, catering events, large-scale surveys.
· Submits request for volunteer support for all events that require volunteers to the Volunteer & BOC Coordinator
· Evaluates event success after its execution. Submits written report of each event to the Vice President Student Services.
Duties – Sponsorship:
· Recruits sponsorship for various BUSU Events.

· Acts as the liaison with sponsors.

· Ensures contract requirements are fulfilled to the sponsor’s expectations.

· Develops sponsorship package

· Other related activities to sponsorship.

QUALIFICATIONS:
· Legally eligible to work in Canada
· Must be a registered undergraduate student at Brock University during the term of their employment

· Must have some experience in a related field.
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