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T he  Ca l ga ry o ff i ce  o f  Borden  Ladner Gerva i s LLP (BLG),  a  l ead i ng ,  i nnova t i ve  and  cl i en t-focused  l aw f i rm  i n  Canada ,  i s seeki ng  a  Speci a l i st ,  Even ts.

Purpose of the Role

T he  Speci a l i st ,  Even ts wi l l  be  expected  to  p roact i ve l y and  expert l y support  the  Fi rm ’s busi ness deve l opm ent goa l s and  ob j ect i ves th rough  the  p l ann i ng ,
deve l opm ent and  f l awl ess i m p l em enta t i on  o f  st ra teg i c even ts fo r ou r cl i en ts and  p rospect i ve  cl i en ts i ncl ud i ng :  sem i nars,  con fe rences,  sponsorsh i ps,
recep t i ons,  vi rtua l  even ts and  un i que  b randed  exte rna l  experi ences.  T he  i ncum ben t i s a  cri t i ca l  m em ber o f  the  Fi rm ’s Na t i ona l  Even ts Team  and  i s
responsi b l e  fo r con tri bu t i ng  to  i ncreasi ng  the  Fi rm ’s p ro f i l e  and  he l p i ng  to  bu i l d  re l a t i onsh i ps wi th  cl i en ts.  T h i s ro l e  wi l l  a l so  support  key i n te rna l
i n i t i a t i ves as de te rm i ned  by the  Di recto r,  M arke t i ng  Opera t i ons & Ana l yt i cs.

Key Responsibili ties

T he  key responsi b i l i t i es o f  th i s ro l e  a re :

Toge the r wi th  the  Di recto r,  M arke t i ng  Opera t i ons & Ana l yt i cs,  ensure  a l l  even ts a re  i n  keep i ng  wi th  Fi rm  b rand  and  busi ness deve l opm ent goa l s and
ob j ect i ves,  wh i l e  ensuri ng  best-i n -cl ass even t  execu t i on  and  m anagem ent

Support  Pa rtne rs,  Fi rm  l eadersh i p  and  Busi ness Deve l opm ent Pract i ce  Group  Leaders (BDPGLs) by co l l abo ra t i ng  to  se t  st ra teg i es fo r even ts tha t
m ee t key busi ness deve l opm ent ob j ect i ves and  cap i ta l i ze  on  re l evan t  opportun i t i es

Co l l abora te  cl ose l y wi th  BDPGLs to  ensure  a l l  i n i t i a t i ves a re  execu ted  f l awl essl y,  on  t i m e  and  on  budge t

Deve l op  p ro j ect  p l ans i ncl ud i ng  budge ts,  approva l s,  key da tes and  m i l estones wi th  Partne rs and  BDPGL’s to  ensure  dead l i nes and  de l i ve rab l es a re
m et.

M anage  a l l  even t  l og i st i cs fo r i n -pe rson  and  vi rtua l  even ts i ncl ud i ng  i nvi ta t i ons,  m a i l i ng  l i sts,  handou t  m a te ri a l s,  si te  m anagem ent,  speakers,  vi sua l
p resen ta t i ons and  fo l l ow-up  e ffo rts

Nego t i a te  and  m anage  faci l i ty a rrangem ents fo r room  se t-up ,  techn i ca l  (AV) assi stance  and  ca te ri ng ,  worki ng  cl ose l y wi th  IT,  Off i ce  Servi ces,  o the r
i n te rna l  se rvi ces team s and  th i rd  pa rty vendors

Oversee  de l i ve ry o f  a l l  i tem s needed  fo r reg i st ra t i on ,  i ncl ud i ng  nam e tags and  handou t  m a te ri a l s

Coord i na te  the  p roduct i on  and  se t-up  o f  vi sua l  p resen ta t i ons

T rack even t  m e tri cs and  ROI fo r report i ng  and  ana l ysi s post  even t

Produce  sem i nar and  speci a l  even t  fo l l ow-up  m ate ri a l s,  such  as f i na l  a t tendance  reports,  budge t  sum m ari es,  and  post-even t  reports.

Bu i l d  st rong  re l a t i onsh i ps wi th  even ts co l l eagues i n  the  Fi rm ’s o the r o ff i ces fo r pu rposes o f  sha ri ng  best  p ract i ces

Sub j ect  m a tte r expert  on  the  Fi rm ’s CASL po l i ci es and  com p l i ance

Ensure  the  Even ts sect i on  o f  the  Fi rm ’s websi te  i s con t i nua l l y up  to  da te

M anage  and  m a i n ta i n  the  Ca l endar o f  Even ts fo r pu rposes o f  sha ri ng  i n te rna l l y to  p rom ote  cross-p ract i ce  i nvo l vem ent and  i n te rna l  engagem ent

M anage  re l a t i onsh i ps wi th  exte rna l  vendors and  con t i nua l l y cu ra te  po ten t i a l  vendors and  venues

Proact i ve l y con tri bu te  to  p roposi ng  new and  un i que  even t  experi ences

Forge  strong  i n teg ra t i on  wi th  m em bers o f  the  M arke t i ng  and  Com m un i ca t i ons Team  i ncl ud i ng  M ed i a ,  Crea t i ve  Servi ces,  CRM , Di g i ta l  (Soci a l ),
M ed i a  Re l a t i ons,  and  In te rna l  Com m un i ca t i ons.

Key Competencies

A un i ve rsi ty degree  o r co l l ege  d i p l om a i n  m arke t i ng ,  busi ness adm i n i st ra t i on ,  com m un i ca t i ons,  o r even t  m anagem ent.  Cert i f i ca t i on  i n  speci a l
even ts,  m ee t i ng  p l ann i ng  (CM P),  o r p ro j ect  m anagem ent (PM P) p re fe rred

A m i n i m um  f i ve  to  seven  years o f  co rpo ra te  even t  p l ann i ng  and  m anagem ent experi ence  worki ng  i n  a  l a rge  com p l ex o rgan i za t i on  wi th  p ro fessi ona l
se rvi ces,  l aw f i rm , o r B2B experi ence  strong l y p re fe rred

Dem onstra ted  ab i l i ty to  i den t i fy,  deve l op  and  execu te  a  wi de  range  o f  even ts fo r sen i o r execu t i ve  aud i ences,  wi th  a  repu ta t i on  fo r de l i ve ri ng  “best
i n  cl ass” and  d i ffe ren t i a ted  even ts

Dem onstra ted  experi ence  de l i ve ri ng  vi rtua l  even ts

Dem onstra ted  experi ence  i n  the  i m p l em enta t i on  o f  even t  best  p ract i ces i ncl ud i ng  p ro j ect  p l ann i ng  and  f i sca l  accoun tab i l i ty

Strong  techno l ogy ski l l s i ncl ud i ng  web i na r p l a t fo rm s,  vi rtua l  p rog ram  deve l opm ent and  hyb ri d  even t  knowl edge

Experi ence  usi ng  WebEx, Zoom , Team s

Bri ngs a  p rocess-d ri ven ,  h i gh l y o rgan i zed  and  excep t i ona l l y p ro fessi ona l  approach .  Ab i l i ty to  com m un i ca te  and  ga i n  the  t rust  o f  d i ve rse
stakeho l de rs a t  a l l  l eve l s o f  the  o rgan i za t i on

Pri o r experi ence  usi ng  a  CRM  system , e -m arke t i ng  so f tware  and  SharePo i n t  si tes

Advanced  M S Off i ce  ski l l s.  Experi ence  wi th  D365  i s p re fe rred

Excep t i ona l  eye  fo r de ta i l  i ncl ud i ng  wri t i ng ,  p roo fread i ng  and  genera l  qua l i ty con tro l

Exce l l en t  ve rba l ,  wri t ten  and  i n te rpe rsona l  com m un i ca t i on  ski l l s

Energe t i c and  passi ona te  abou t  even ts m anagem ent to  ach i eve  busi ness ob j ect i ves



Exce l l en t  cl i en t  se rvi ce  o ri en ta t i on  and  nego t i a t i on  ski l l s

Strong  a t ten t i on  to  de ta i l  and  exce l l en t  o rgan i za t i ona l  ski l l s

Independen t  se l f -sta rte r capab l e  o f  m anag i ng  and  p ri o ri t i zi ng  m u l t i p l e  t i m e  sensi t i ve  p ro j ects

A team  p l aye r wi th  exce l l en t  j udgm ent,  resource fu l ness,  f l exi b i l i ty and  crea t i vi ty

Ava i l ab i l i ty to  work ove rt i m e ,  when  necessary

Requ i red  to  work i n -o ff i ce  and  onsi te  a t  even ts as the  team  sees f i t .

How to Apply

We thank a l l  app l i can ts fo r the i r i n te rest  i n  th i s posi t i on ,  however,  on l y app l i can ts se l ected  fo r an  i n te rvi ew wi l l  be  con tacted .

Effect i ve  June  27 ,  2022 ,  BLG has suspended  i ts cu rren t  vacci ne  po l i cy m anda te .  As the  pandem i c i s no t  ove r,  the  sa fe ty o f  Fi rm  m em bers and  the  BLG
com m un i ty rem a i ns ou r top  p ri o ri ty.  Gi ven  the  eve r-evo l vi ng  na tu re  o f  the  si tua t i on ,  we  wi l l  con t i nue  to  cl ose l y m on i to r hea l th  cond i t i ons and ,  i f
necessary,  i m p l em ent new m easures to  p ro tect  Fi rm  m em bers.  Wh i l e  i s i t  no t  a  cond i t i on  o f  em p l oym ent,  we  wou l d  appreci a te  revi ewi ng  your m ost
recen t  p roo f  o f  vacci ne  i f  ava i l ab l e .

Everyone  a t  BLG i s requ i red  to  ca rry ou t  the  du t i es o f  the i r ro l e  wh i l e  upho l d i ng  the  i m portan t  p ri nci p l es o f  ou r respect fu l  workp l ace  po l i ci es,  and
trea t i ng  eve ryone  wi th  respect ,  regard l ess o f  posi t i on .  A t  BLG, va l u i ng  d i ve rsi ty and  i ncl usi on  i s key to  a  respect fu l  workp l ace .

BLG i s commi t ted  to  bu i l d i ng  and  foste ri ng  a  w orkp l ace  tha t  i s re f l ect i ve  o f  ou r commun i t i es,  w here  a l l  f i rm members fee l  i ncl uded ,  va l ued ,  and  heard .
We w e l come app l i ca t i ons f rom a l l  qua l i f i ed  cand i da tes bu t  acknow l edge  the  systemi c and  structu ra l  ba rri e rs tha t  have ,  h i sto ri ca l l y,  marg i na l i zed  and
barred  ce rta i n  g roups f rom accessi ng  emp l oyment opportun i t i es.  As pa rt  o f  ou r commi tmen t to  removi ng  ba rri e rs to  emp l oyment,  w e  strong l y encourage
app l i ca t i ons f rom members o f  these  h i sto ri ca l l y marg i na l i zed  g roups i ncl ud i ng ,  bu t  no t  l i mi ted  to ,  Ind i genous peop l es,  raci a l i zed  i nd i vi dua l s,  members
o f  the  LGBTQ+ commun i ty,  peop l e  w i th  d i sab i l i t i es and  w omen. Accommodat i ons a re  ava i l ab l e ,  upon  request ,  i n  a l l  aspects o f  the  recru i tmen t p rocess.

*P l ease  no te  tha t  re l a t i ves o f  cu rren t  BLG em p l oyees and  pa rtne rs a re  no t  e l i g i b l e  fo r consi de ra t i on .




