
 
 

Co-op Job Posting: Sport Event Assistant 

Sport Burnaby is the sport tourism initiative of Tourism Burnaby. It is the dedicated sport hosting team that partners 
with local, provincial, national and international sport organizations to ensure their Burnaby-based sport events are an 
overwhelming success. With extensive experience hosting international and multisport events, they offer seamless 
support from bid to event execution.  
 
This position is supported by the Young Canada Works program and there are resources available to cover 
travel and relocation costs to Burnaby, BC. Please see here to see eligibility.  
 
Student’s tasks 
To support the delivery of a major Burnaby-based sport event – the 2019 World Ringette Championships. Daily 
responsibilities will vary but will include supporting the development of event plans, supporting the planning and 
delivery of the events, supporting marketing and community engagement efforts, and supporting committee leads. 
Special projects will also include; helping plan and deliver special events such as the Opening Ceremonies, Cultural 
Festival and VIP Reception, volunteer training, school program and preparation of marketing materials. The position is 
primarily business hours Monday through Friday, but some weekends and evenings are required. Ability to work the 
2019 World Ringette Championships from November 21 – December 1, 2019 is an asset.  
 
Benefits and Learning Objectives 

- Forge professional relationships within BC sport system, local tourism industry stakeholders, as well as 
municipal and private sport venues 

- Gain experience delivering a large international sport event 
- Enjoy a fun work environment as part of a small and dedicated team 
- Work alongside industry leaders, opportunity to expand professional network within tourism and sport 

industries 
 
Tasks and Areas of Responsibilities: 
This position is under the direction of the Co-Chairs and Committee Leads, tasks will include the following: 

- Help develop volunteer training manual  
- Help develop presentation content for volunteer training sessions 
- Support the initiative to bring local school kids to events 
- Secure buses, liaise with schools, manage on-site logistics 
- Support the Marketing team on the execution of the marketing and community engagement plan 
- Supporting the development of printed marketing pieces 
- Support website management (content, images, flagging customer service inquiries, etc.) 
- Support the planning and delivery of the Special Events (Opening Ceremonies, VIP Reception, Cultural 

Festival) 
- Tasks will be varied and may include contacting vendors, developing event plans, event set up, take down, etc.  

 
Specific Requirements 

- Ability to manage small projects from conception through to final implementation 
- Ability to manage multiple and competing deadlines 
- Administrative experience (Outlook, Google Drive) 
- Work or volunteer experience with large sport events 
- Clear communication skills with a variety of audiences 
- Works well independently as well as part of a team 
- Having a drivers licence and access to a vehicle is an asset 

 
If you meet the eligibility requirements and are interested in this position, please submit a cover letter and resume in 
English to jscott@tourismburnaby.com by July 11, 2019. 

https://www.canada.ca/en/canadian-heritage/services/funding/young-canada-works/students-graduates/official-languages-students.html
mailto:jscott@tourismburnaby.com

