
 

CAREER POSTING 

Development & Events Coordinator 
 

 

 

Since 1975, Western Canada Theatre has been producing innovative, entertaining, and educational 

theatre for audiences in Kamloops, throughout the British Columbia southern interior, and across 

Canada. We have grown into one of the largest producing theatres in BC and have had a remarkable 

impact on the national theatre landscape: producing premieres of important new Canadian and 

Indigenous work, training some of Canada’s finest theatre professionals, and showcasing our work and 

our artists across the country through touring and co-productions.  

Reporting to the Growth and Engagement Director, the Development and Events Coordinator ensures 

the efficient and professional operation of the development team by providing support in the following 

areas:  

Donors 

• Support the Growth and Engagement Director with the development of donor appeals and 

campaigns 

• Assist with coordination of donor/sponsor events, including venue logistics and set-up, and 

liaison with team members 

• Administer donor recognition plan and assist with the coordination of related activities 

• Coordinate donor data management, reports and mail outs using the Theatre Manager database 

• Process donations and create tax receipts along with related recognition 

• Develop the donor recognition page for each WCT Mainstage show program 

• Other duties as assigned by the Growth & Engagement Director. 

Sponsorships 

• As part of the Development team, coordinate sponsor program ad components 

• Research sponsorship opportunities 

• Support development team in fulfilling sponsor commitments 

• Assist with the implementation of appropriate stewardship and recognition of sponsors, 

according to sponsor contracts, including appropriate sponsor logo placement 

Special Events 

• Coordinate and administratively support WCT’s fundraising and outreach events, including the 

delivery of WCT’s summer raffle fundraiser 

• In collaboration with the Development team, provide stewardship to event participants and 

donors 

• Apply for and manage all appropriate Gaming licenses 

• Develop event invitation lists, issue invitations and manage responses 

• Recruit, coordinate and train event volunteers  

• Ensure collection of corporate donations and ensure appropriate record keeping 
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• Wrap up events after their conclusion, including thank yous and recognition  

• Liaise with venue staff to ensure successful event execution 

• Prepare pre- and post-show events during WCT performances (i.e. Opening Nights) 

• Liaise with Events Manager on specific projects as assigned 

The successful candidate will possess: 

• An understanding and passion for theatre and/or performing arts, and an ability to articulate it 

with enthusiasm. 

• Post-secondary education or equivalent professional experience in: events, fund development, 

client services, arts management, volunteer management or a related field. 

• Strong written and verbal communication skills, with excellent interpersonal skills. 

• Highly organized, strong team player with the ability to work in a fast-paced environment with 

demanding deadlines. 

• Experience with ticketing software and Microsoft Office an asset. 

• Class 5 Drivers’ License with access to a vehicle. 

• Able to legally work in Canada. 

This is a permanent full-time position, 40 hours per week, with some evening and weekend work 

required.  

Salary range is $39-41,000 per annum, commensurate with experience and education.  WCT is pleased 

to offer a generous benefits package, flexible work schedule, ticket benefits and more.  Though we have 

a flexible hiring timeline, an ideal start date would be late January, 2019. 

Kamloops is our home, on the traditional unceded territory of Tk’emlúps te Secwepemc, and is a great 

place to live and work. We offer you the opportunity to thrive in a city that boasts a reasonable cost of 

living, gorgeous terrain, active lifestyle, and of course, the sunny weather of BC’s southern interior. For 

more information visit Kamloops.ca 

Interested applicants should submit a cover letter, résumé and references by: 

 

Friday, January 4, 2019 at 12:00pm (Pacific Time)  

Attention: Suzan Goguen 

Growth & Engagement Director 

careers@wctlive.ca 

 

Western Canada Theatre is committed to diversity in the workplace and we encourage all qualified 

candidates to apply, and to self-identify if they so choose.  Due to the volume of submissions, we thank 

all who express interest in this position; only those selected for an interview will be contacted. 


