
Special Events Co-Ordinator – Ottawa (12- week contract)  

Do you want to work for a fantastic organization making a difference in young people's lives? Are you a 

self-starter who thrives in a fast-paced and ever-changing environment? Then Bytown Brigantine, Tall 

Ships Adventure might be the place for you!  

Background 

As a registered not for profit, we provide youth with the opportunity to reach new heights through 

adventure and character-building experiences sailing. Guided by a dedicated and respected volunteer 

board of directors and supported by a vibrant volunteer auxiliary, we offer sail training experiences 

designed to maximize fun, foster lifelong friendships, challenge youth, and help strengthen leadership 

skills. Visit www.tallshipsadventure.org  for more information. 

General Responsibilities 

Working with the Executive Director and Registrar, the Special Events Co-Ordinator - Ottawa is 

responsible for developing planning and coordinating the annual golf tournament, annual season end 

banquet, and outreach activities for Tall Ships Adventure.  This includes goal setting, budgets, timelines, 

critical paths, and reporting.  They will create unique sponsorship opportunities and develop strategies 

to attract new sponsors and supporters.   

In addition, they will act as an ambassador for Tall Ships Adventure creating outreach opportutnies with 

local schools, youth groups, service clubs and other stakeholder groups.   

The candidate in this role will work on and act as the Liason for the Special Events team including: Co-

Ordinator, Special Events - Thousand Islands, Co-Ordinator, Special Events – Niagara Falls and Co-

Ordinator, Special Events – Quebec City.   

Ensure all volunteers, sponsors and donors are stewarded in a personal and professional manner, 

including return on investment (ROI) reports to sponsors, ensuring donor recognition commitments are 

fulfilled.   

Qualities  

 Keep meticulous records 

 Enjoys working with young people and volunteers 

 Creative problem-solver with an organized methodical approach to work   

 Able to work patiently, accurately, and be safety conscious 

 Able to work individually and in a team  

Qualifications  

 Ability to multi-task and set SMART goals 

 Special event experience preferably in the not-for-profit sector 

 Post-secondary education and/or a diploma in fundraising, public relations, or event 

management  

 Superior time management and organizational skills with the ability to prioritize multiple tasks 

and projects in a fast paced, results oriented environment. 

 Excellent oral, written and interpersonal communication skills. 

 Strong computer skills, including proficiency with MS Office  (Word, Excel, Outlook, etc.) and 

Teams; experience with Databases an asset 

http://www.tallshipsadventure.org/


 Willingness to work flexible hours during peak event times. 

 Valid driver’s license and access to a vehicle 

At Bytown Brigantine Inc., we are committed to building and fostering an environment where our 

employees feel included, valued, and heard. We believe that a strong commitment to diversity and 

inclusion enables us to make better experiences for everyone truly. We encourage applications from 

Indigenous peoples, racialized people, people with disabilities, people from gender and sexually diverse 

communities, and/or people with intersectional identities.   

We support professional development in the Canadian marine industry. We thank everyone for their 

applications, but only short-listed candidates will be contacted for an interview. 


