TERMINAL CITY CLUB EVENTS & MARKETING COORDINATOR

position posting (1-YEAR MATERNITY LEAVE CONTRACT)

ABOUT THE POSITION

The Terminal City Club, Vancouver’s Premier Private Members Club. As a ‘Platinum Club of the World’ and one of Boardroom
Magazine’s ‘Distinguished Clubs’ with ‘Iconic’ status, we create a welcoming atmosphere for our members and guests with the
opportunity to forge new business connections, host clients, entertain friends, keep fit and relax.

JOB RESPONSIBILITIES

On this one-year Events & Marketing Coordinator contract, you will be involved in the ideation, planning, and execution of
member events, as well as ensuring that our members who lead events at the Club receive exceptional service and support.

This includes:
Member Events
= Booking entertainment and music for the Club and handling the Club’s relationship with those vendors.
= Planning and arranging décor for Club events internally or with vendors (e.g., florists, decorators, etc.)
=  Planning and executing engaging member events and experiences. This includes:
o Ideation of new member events, ensuring a diverse calendar of offerings.
o Working with Food & Beverage teams on the planning and execution of related member events.
o Planning, organizing, and executing crafts, games, and activities for Kids Club events.
o Being present at Club events to ensure their success (assistance with set-up, registration, and running the
event may be necessary).
o Post-event analysis and evaluation, including post-mortem report and Profit/Net/Loss statements (PNL).
= Liaising with members who lead member-led discussion and speaker groups to ensure that their events run smoothly
and that they receive exceptional service and support.
= Attending related internal meetings, including F&B, BEO meetings and Outlet briefings, as needed.
= Kids Club new member intake, record-keeping, and communications.

Marketing & Social Media

= Working with the Graphic Designer to market member events across all channels (e.g., e-blast, newsletter, social
media, digital boards, TCC app, etc.)

=  Posting member events to Member Central and monitoring registration.

= Making updates to the Club website (WordPress) and Member Central (Clubhouse Online), when required.

= Working with the Graphic Designer to create and send out weekly e-blasts.

= Attending Outlets briefings and connect with the Member Services team to ensure front-of-house staff are equipped to
speak to and sell member events to members.

REQUIRED SKILLS & EXPERIENCE
3+ years experience in a similar position.
= Post-secondary education (certificate, diploma, or degree) in Event Planning or Management, Hospitality Management,
or a related field.
= Posses a friendly and professional demeanour with superb communication skills.
= Proven record of organisation and planning of events.
= Strong innovation skills and a passion for hospitality.

WHAT'S INIT FOR YOU<

Our team of service professionals take care of our members and in turn, we take care of our team. We offer staff events,
development opportunities, hot meals daily, easy access to transit and more! As an Events & Marketing Coordinator, you'll enjoy
competitive wages ranging from $55,000 to $65,000 per annum. If this sounds like a place you would like to be a part of, this
opportunity may be for you.

HOW TO APPLY

If this sounds like you, please submit your cover letter and resume with attention to Amanda Jun, Director of Membership &
Marketing, at hr@tcclub.com. We thank all applicants for their interest; those being considered will be contacted.
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