
Event Coordinator — Culture Days 
Hours/wk: 35 
Wage: $17.00/hr 
16-Week Term  
 
Tasks & Responsibilities: 
The Event Coordinator(s) will have four main goals for our Culture Days events: create a revised 
vision and plan, get commitment to participation from a wide variety of presenter participants, 
create and execute a marketing plan, and organize the digital programs, a public art program, live 
programs,  jobs and people for Culture Days in September 2023.  
 
Planning and organizing a cultural event that is vital to our township and region is an opportunity to 
work with our indigenous community, young people and seniors, and is an inspiring environment for 
youth looking to build skills to work in tourism and culture or to develop transferable skills in 
marketing, business, technology, non-profit and small business sectors.  
 
The coordinator tasks include organizing a team of volunteers to brainstorm and plan both live 
events and digital events under current COVID-19 guidelines. The program plans will include the 
concept, an overview of all elements of the program, marketing requirements, action plan with 
items, timing and responsibilities, and budget, all in the form of a project charter. The Coordinator(s) 
will organize and contract all participating presenters, building on the prior year’s participants. An 
element of public art may be developed as part of Culture Days similar to Art You Can Sit On and 
Wreck Painting completed in prior years. Work with business neighbours, our BIA, and Township 
staff on park or street use and permits. Create a site plan and organize staging, tents, and signs. 
Create and execute a marketing plan for the events, including but not limited to press releases, 
website content development, our digital newsletter, media listings, social media postings, and paid 
media.  
 
The Ontario Culture Days organization has its own website and content for both sites must be kept 
up to date as planning is done. Planning for the events must be done well in advance with volunteers 
organized and well informed about responsibilities. Business system documentation must be kept up 
to date. Staff in this position are also responsible for serving gallery visitors and completing retail 
sales.  
 
Application deadline is February 28th, 2023. 


