
 

 
Title: MARKETING AND PROJECT ASSISTANT  

Full Time Position (effective immediately)  

Venue West Conference Services is a full service Professional Conference Organizer (PCO) and 
Destination Management Company (DMC) located in Vancouver, Canada. We have been in business for 
45 years, offering professional conference organization, tour and event planning, and association 
management services. We have a varied roster of clients, and a great team.  

Us:  
- Family owned and operated 
- Exciting and dynamic industry 
- Collaborative office culture that encourages new suggestions and innovations 
- Beautiful office in the heart of Yaletown near the Canada Line station 
- Growing, fun team  
 
You: 
 
- Possess a strong written and oral communication 
-Experience in creating social media and email marketing campaigns 
- Driven to continually develop new skills and innovative marketing techniques  
- Demonstrate interest in event and conference marketing 
- Detail and deadline oriented 
- Excellent time management and multi-tasking skills 
- Team player 
- Reliable, proactive and have a positive attitude 
- Interested in moving up in our team!  
 
Works With:  

Conference Operations, Sales Team and Clients  

Key Areas of Responsibility:  

- Work with the project managers to develop and promote content that will increase attendance at our 
conferences through emails, social media and websites  
- Communicate directly with clients to coordinate marketing campaigns and build relationships  
- Assist the sales team in developing proposals which includes content creation and cost development  
- Conduct email and telephone campaigns to potential Venue West clients  
- Develop detailed conference and company marketing reports  
- Assist with project management tasks and general office duties when needed  
 
 
 

 



Qualifications: 

- Experience using marketing tools such as Hootsuite, Google Analytics, Email Marketing Software and 
Facebook Insights  
- Strong writing background with the ability to create and manage content for conferences and our 
company  
- Experience developing marketing campaigns using social media platforms such as Facebook, Twitter, 
LinkedIn and others  
- Confidence to call potential clients and set up future meetings with the sales team  
- Excellent computer skills in a Microsoft Office environment are required  
- Ability to be thorough, accurate and have a high level of attention to detail is essential  
- Excellent interpersonal, planning, communication, time and priority management skills  
- Enjoy working with tight deadlines and on multiple projects with finite completion dates  
- Knowledge of event planning and production processes and an understanding of conference and event 
management techniques are definite assets  
- Some basic graphic design experience would be a plus  
 
 
Preference will be given to candidates with post secondary education in business, 
communications, marketing or event management  

Term of Employment: 
- Full time (Monday to Friday) with some evening and weekend work  
- Full benefits after 3 month probation  
 
If you are interested in applying for this position, please contact John Daugulis, VP Sales and Marketing 
at jdaugulis@venuewest.com your 
resume and cover letter.  
 
Please note that only those candidates under active consideration will be contacted.  

	


