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Employment Opportunity
[bookmark: employment-opportunity]Event Planner
Position Information
Department: Administration
Reports To: Chief Administrative Officer (CAO)
Location: Blueberry River First Nations Administration Office
Position Type: Full-Time, Permanent
Hours of Work: 70 hours bi-weekly (Monday to Friday)

[bookmark: position-information][bookmark: job-description]Position Summary
The Band Events Planner is responsible for planning, coordinating, organizing, and evaluating community events, cultural celebrations, Council functions, ceremonies, and special projects for Blueberry River First Nations. The position works collaboratively with all departments, Chief and Council, Elders, youth, community members, and external organizations to deliver high-quality events that reflect the Nation’s culture, traditions, and values.
The Band Events Planner ensures events are well organized, financially responsible, culturally appropriate, safe, and successfully executed while enhancing community engagement and member participation.

[bookmark: position-summary]Key Responsibilities
Event Planning and Coordination
1. Plan, organize, coordinate, and evaluate all community events throughout the year.
1. Develop annual event calendars in consultation with Chief and Council and Administration.
1. Coordinate logistics for community meetings, celebrations, cultural events, and special ceremonies.
1. Prepare event work plans, timelines, budgets, and post-event evaluations.
1. Coordinate venue bookings, equipment rentals, catering, entertainment, transportation, accommodations, and event supplies.
1. Ensure events are delivered professionally, safely, and within budget.
1. Coordinate event volunteers and support staff.

[bookmark: event-planning-and-coordination]Community Events
Coordinate events including but not limited to:
1. Annual General Meetings
1. Community Meetings
1. Treaty Day Celebrations
1. National Indigenous Peoples Day
1. Christmas Dinner and Children’s Christmas Party
1. Easter Events
1. Community Barbecues
1. Family Fun Days
1. Elders’ Appreciation Events
1. Youth Activities
1. Cultural Camps
1. Traditional Harvest Celebrations
1. Powwows and Cultural Gatherings
1. Graduation Celebrations
1. Community Recognition Events
1. Memorial Gatherings (as requested)
1. Community Open Houses
1. Health and Wellness Events
1. Staff Recognition Events
1. Council Retreats
1. Special Project Events

[bookmark: community-events]Budget Management
1. Develop annual event budgets.
1. Monitor expenditures.
1. Obtain competitive quotes.
1. Ensure procurement policies are followed.
1. Process invoices and purchase requisitions.
1. Prepare financial summaries following each event.
1. Identify grant and sponsorship opportunities.

[bookmark: budget-management]Vendor and Contractor Coordination
1. Source and negotiate with vendors.
1. Coordinate caterers, entertainers, speakers, equipment suppliers, and contractors.
1. Manage contracts and service agreements.
1. Ensure vendors meet insurance and safety requirements.

[bookmark: vendor-and-contractor-coordination]Community Engagement
1. Consult with Elders, Knowledge Keepers, youth, and community members when planning events.
1. Promote participation and inclusiveness.
1. Coordinate volunteers.
1. Respond to inquiries from members regarding events.
1. Work collaboratively with all BRFN departments.

[bookmark: community-engagement][bookmark: communications]Communications
Working with the Communications Department (or designated staff):
1. Prepare event advertisements.
1. Develop promotional materials.
1. Coordinate social media announcements.
1. Prepare event schedules and programs.
1. Coordinate invitations and RSVP lists.
1. Prepare speeches, agendas, and event scripts as required.

Cultural Protocol
1. Ensure events reflect Blueberry River First Nations’ culture, traditions, and values.
1. Work with Elders regarding cultural protocols and ceremonies.
1. Coordinate traditional foods where appropriate.
1. Ensure cultural teachings and practices are respected throughout event planning.

[bookmark: cultural-protocol]Risk Management
1. Prepare event safety plans.
1. Coordinate emergency response planning where required.
1. Ensure insurance requirements are met.
1. Coordinate first aid services when necessary.
1. Complete event risk assessments.

[bookmark: risk-management]Administrative Responsibilities
1. Maintain event files and documentation.
1. Prepare reports for the CAO and Chief and Council.
1. Maintain annual event calendars.
1. Develop policies and procedures related to event management.
1. Track attendance and evaluate event success.
1. Maintain inventory of event supplies and equipment.

[bookmark: administrative-responsibilities][bookmark: key-responsibilities][bookmark: qualifications]Qualifications
The successful candidate will possess:
1. Diploma or degree in Event Management, Hospitality, Recreation, Business Administration, Tourism, Public Administration, or a related field.
1. Equivalent combinations of education and experience may be considered.
1. Minimum three (3) years’ experience organizing large community events.
1. Experience working with First Nations communities is considered a strong asset.
1. Experience managing multiple projects simultaneously.
1. Strong budgeting and financial management skills.
1. Experience coordinating volunteers and contractors.

Knowledge, Skills and Abilities
1. Exceptional organizational skills.
1. Excellent interpersonal and communication skills.
1. Strong project management abilities.
1. Ability to work under pressure and meet deadlines.
1. Conflict resolution and problem-solving skills.
1. Strong attention to detail.
1. Excellent customer service.
1. Computer proficiency in Microsoft Office.
1. Experience with event management software is an asset.
1. Knowledge of procurement processes.
1. Understanding of Indigenous cultural protocols.
1. Ability to maintain confidentiality.

[bookmark: knowledge-skills-and-abilities]Working Conditions
1. Full-time position (70 hours bi-weekly).
1. Evening and weekend work will be required.
1. Occasional travel.
1. Outdoor work in various weather conditions.
1. Lifting, carrying, and setting up event equipment.
1. Fast-paced work environment with multiple priorities.

[bookmark: working-conditions]Required Qualifications
1. Valid Class 5 BC Driver’s Licence.
1. Criminal Record Check.
1. First Aid Certification (or willingness to obtain).
1. Food Safe Certification (or willingness to obtain).
1. WHMIS Certification (or willingness to obtain).

[bookmark: required-qualifications]Core Competencies
1. Leadership
1. Accountability
1. Planning and Organizing
1. Project Management
1. Communication
1. Relationship Building
1. Financial Management
1. Problem Solving
1. Teamwork
1. Cultural Awareness
1. Customer Service
1. Adaptability
1. Decision Making
1. Time Management

[bookmark: core-competencies]Performance Expectations
The Band Events Planner will be expected to:
1. Deliver successful community events on schedule and within budget.
1. Maintain high levels of community participation and satisfaction.
1. Ensure events comply with safety, procurement, and financial policies.
1. Produce accurate budgets and event reports.
1. Foster positive relationships with community members, vendors, and partners.
1. Promote Blueberry River First Nations in a professional and culturally respectful manner.
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