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Special Events Planner
Position Overview:
Reporting to the Program Manager, the Special Events Planner is a tactical, execution-focused role responsible for coordinating and delivering Chamber of Commerce and Community events, while supporting sponsorship revenue generation tied to clearly defined commission eligibility. 

This role is ideal for a highly organized, creative, and detail-oriented event planning professional who excels at logistics, coordination, and relationship management and enjoys seeing plans successfully executed.

Key Responsibilities:
Event Planning & Execution 
· Coordinate and deliver Chamber and Community Events in alignment with approved event plans, timelines, and budgets
· Manage logistics for special events, including schedules, vendors, volunteers, equipment, and on-site execution, critical path to be shared with Chamber team. 
· Support registration, setup, and teardown for Chamber business events, including but not limited to Chamber on Taps, Lunch n’ Learns, and Breakfast Series
Sponsorship & Revenue Support
· Work closely with the internal team to update sponsorship packages and pricing structures
· Identify and pursue event sponsorship opportunities using pre-approved sponsorship packages and pricing structures
· Maintain accurate sponsorship tracking to ensure sponsor benefits are delivered as promised
· Collaborate with internal staff to support timely invoicing 
· Collaborate with internal staff to ensure sponsor recognition benefits are delivered 
· Support grant research and application preparation, reporting, and final reports. 
Vendor & Volunteer Coordination
· Coordinate vendors and service providers in accordance with approved contracts, scopes of work, and budgets
· Collect required documentation from vendors 
· Communicate event requirements clearly to vendors, volunteers, and internal teams
· Lead and support volunteers on event days, providing direction and troubleshooting as needed
Budget & Administration 
· Track event-related expenses against approved budgets and promptly report variances to the Program Manager and the CEO
· Collect quotes and support purchasing decisions, signing authority by CEO
· Assist with post-event reporting, attendance tracking, and basic financial reconciliation
Marketing & Communications Support
· Provide event details, timelines, and sponsor information to support marketing and promotional efforts
· Assist with on-site branding, signage, and sponsor recognition during events
Post-Event Evaluation
· Coordinate post-event debriefs and document feedback from the collected information 
· Recommend practical improvements for future events
Qualifications & Other Requirements:
· At least three (3) years of experience planning and delivering a range of special events
· A positive, self-motivated professional who takes pride in creating well-organized, engaging, and memorable events
· Strong team player who enjoys collaborating across departments and working with community partners
· Highly organized, creative, and adaptable, with strong attention to detail in a dynamic, event-focused environment
· Excellent communication skills, with the ability to manage event budgets within approved guidelines and respond calmly to unexpected challenges
· Experience working alongside marketing, graphic design, or advertising teams to support event promotion
· Proficient using Microsoft Office (Word, Excel, PowerPoint, Outlook) and familiar with tools such as Canva, Wix, and Stripe; experience with project management software is a plus
· Strong written and verbal communication skills, with the ability to communicate clearly and professionally
· Diploma or degree in Event Management, Event Planning, or a related field, and a Certified Special Events Professional (CSEP) designation is considered an asset

Compensation and Benefits
· Compensation: 
· $50,000–$60,000 base salary + 20% commission on eligible sponsorship revenue.
· Lieu Time for Overtime Hours 
· Benefits:
· Dental care
· Extended health care
· Life insurance
· On-site parking
· 15 Paid Vacation Days
· 5 Paid Sick Days 
· 3 Paid Employee Flex Days
Work Schedule and Conditions:
· Expected Start Date: As soon as possible
· Work Location: 26 Queen Street, Lower Level, Niagara-on-the-Lake, ON
· Hours of Work: Monday – Friday:  9:00 AM to 5:00 PM
· Flexibility to work additional hours to meet deadlines and required hours on the day(s) of the events.
· Mandatory attendance at all events.
· Must be able to lift up to 40 lbs.
The Niagara-on-the-Lake Chamber of Commerce is an equal opportunity employer, and we strive to provide a culturally diverse workforce. We will not discriminate based on race, creed, color, national origin, age, sex, religion, marital status, sexual orientation, or disability. Accommodation is available upon request for candidates taking part in all aspects of the selection process.
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