
 
 
YOUR EXCITING CAREER AWAITS YOU AT THE TORONTO REAL ESTATE BOARD. 
 
Why You Should Work Here 
 
The Toronto Real Estate Board (TREB) is a not-for-profit organization and serves a diverse 
membership of over 53,000 real estate brokers and salespersons across the Greater Toronto Area. 
you’re looking for a challenging career in a dynamic work environment, TREB is the place to be. For more 
information about TREB, please visit our website at www.trebhome.ca. 
 
TREB is currently seeking a Corporate Events Coordinator to fill a full-time, permanent position within 
the Finance department. The successful candidate will report directly to the Chief Financial Officer and 
will be responsible for the duties outlined below. 
 
PRIMARY RESPONSIBILITIES 
The Corporate Events Coordinator is responsible for assisting with the planning and execution of the 
Toronto Real Estate Board’s (TREB’s) corporate events from conception through to completion, in 
consultation with TREB’s executive and management teams. 
 
The incumbent will assist with all corporate event delivery elements, including event planning, design, 
production, supplier sourcing, contracting and payment. Handling the administration and logistics of 
numerous Member events and discerning work priorities to ensure timely execution are important 
requirements of the position. 
 
The role requires an experienced professional with strong interpersonal and communication skills, who is 
able to manage multiple initiatives concurrently and build productive business relationships with 3rd party 
service providers.   
   
PRINCIPAL DUTIES 
1. Assist with the planning, coordinating and organizing of TREB’s corporate events including: 

a. set-up and on-site execution 
b. contract negotiations 
c. coordination of entertainment and speakers 
d. sponsorship fulfillment 
e. booking of event space 
f. order placement for food & beverage, equipment, supplies, etc. 
g. arranging audio visual and signage 
h. registration and ticketing 
i. any other event-related matter. 

2. Conduct research, make site visits and find resources, including cataloguing event information, 
sources and ideas for future reference.  

3. Collaborate with internal departments to ensure that conference print and digital material is 
submitted, produced, proofed and delivered according to set schedule (i.e. show guides, signage, 
handouts, multimedia). 

4. Collaborate with appropriate departments to promote and publicize events in advance, to ensure 
maximum awareness of the events. 

 



5. Distribute thank you letters, gift and event evaluation questionnaire for all events upon event 
completion as applicable. 

6. Arrange flights, transfers and hotel rooms for Staff, Directors, guest speakers, exhibitors, etc. as 
required. 

7. Ensure compliance with insurance, contractual, legal, health and safety obligations. 
8. Outline staff requirements and coordinate the sourcing of staff with the Manager, Human 

Resources, including arranging staff training in advance of events. 
9. Proactively handle and troubleshoot any issues that arise on the event day. 
10. Conduct post-event evaluations and report on outcomes. 
11. Maintain record of all promotional materials used for events, including newspaper ads and 

brochures. 
12. Assist with budget development for all special events and ensure costs remain within approved 

budget. 
13. Additional duties as may be assigned from time to time.   
 
REQUIREMENTS 
Education: Bachelor’s Degree or College Diploma in Event Management. Accredited Certified Special 

Events Professional (CSEP) or comparable event management certification preferred. 
 

Experience: 8 - 10 years of event coordination experience with large format events of 1,000+ attendees. 
Experience with conference and trade show management an asset. 
Exceptional organizational and time-management skills, with ability to multitask. 
Excellent written and verbal communication skills. 
Strong people management skills. 
Responds well under pressure. 
Proficient in MS Office, including Word, PowerPoint, Outlook and Excel and Access. 

 
SPECIAL WORKING CONDITIONS 
Working attendance may be required at Board functions and special events, which may be held outside of 
regular Board hours.  Occasional overtime and after-hours work, including evenings and weekends may be 
required. 
 
A reliable vehicle and valid Ontario driver’s license are required for occasional travel within the GTA.  
 
Must be able to lift and transport moderately heavy items on occasion. 
 
Application Details 
To apply for this position, please submit your cover letter and resume to the attention of: 
Claudia Pugliese 
Manager, Human Resources 
via e-mail: hr@trebnet.com  
via fax:     (416) 443-8134 
 
Note: Please include "Corporate Events Coordinator” in the subject line. 
As an employer committed to the principles of employment equity, we encourage applications from women, Aboriginal peoples, 
visible minorities, persons with disabilities, and persons of all sexual orientation or gender identity. We are committed to providing an 
inclusive and barrier free experience to applicants with accessibility needs in accordance with the Ontario Human Rights Code 
(2015) and the Accessibility for Ontarians with Disabilities Act (AODA). To request accommodation during the recruitment process, 
please indicate this in your email. 

While we thank all candidates for their interest, only those short-listed will be contacted.  


