
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Operations Manager | Vancouver | Global Exhibitions 

 
Position Summary: 
 
Join the Global Exhibitions team in Vancouver, Canada and be the leading member of the operations 
team that produces multiple events in Vancouver, Edmonton and Calgary. As the Operations Manager, 
you will deliver a program of events, project managing all logistical aspects, and be the lead operations 
contact for the Vancouver team. The role will help support growth and revenue goals and work directly 
with senior level leadership. We are looking for a strategic individual who can take the portfolio to the next 
level and at the same time coordinate with other departments to support the business goals of the group. 
 
Highlights and responsibilities can include:  
 

 Project manage, plan and organize all logistical aspects of each event and to seek to continuously 
improve event delivery, creativity and profitability.  

 Manage relationships, negotiate partnerships and manage costs with facilities and outside 
suppliers including AV, general services, F & B, staffing agencies, signage, registration, security, 
decorators and contractors.  

 To be responsible for budgets and financial reconciliation as it relates to the operational details 
of the events. 

 To manage other members of the operations team.  
 To oversee the maintenance and growth of our sponsorship goals and to oversee and manage 

sponsorship deliverables once contracts have been signed, including after-sales support and 
communication. 

 To manage exhibitor relationships, communications and services as it relates to the operational 
details of the event.  

 To work closely with sales teams on creation of floor plans, layout changes and booth regulations. 
Responsible for obtaining necessary approvals from relevant authorities. 

 To manage event move in / move out logistics, event set up, staffing as well as health and safety 
compliance on-site and within the office. 

 To oversee the maintenance and growth of our registration process, ticketing and badges and all 
office operations.  

 Ensure procedures are in place for the monitoring of all information that must be sent in from 
exhibitors and sponsors to ensure smooth and trouble free participation in our events. 

 Working with other departments including sales, conference and marketing teams to ensure 
processes are efficient and effective and suggesting new processes where necessary. 

 
Qualifications include:   
 

 At least 3 years in exhibition or conference project management.  
 Considerable expertise of event planning, strong negotiation skills, strategic input and effective 

leadership and a proven success in managing external suppliers and facility contracts. 
 Ability to successfully manage peers, full time, part time and temporary staff. 
 Strong financial management skills, budget creation, management and reporting.  
 Strong administrative skills, ability to self-organize and experience with problem solving. 
 Working knowledge of the Occupational Health & Safety Regulation and how it pertains to the 

event industry. 
 Ability to work flexible hours during and leading up to the events and travel 6 – 8 times per year 

(incl. International).  
 Must have excellent English verbal and written communication skills (French language an asset) 

 
 
Applicants must have a proven track record of event production and working with an audience of suppliers 
and customers. Contact Sarah Hobbs – Human Resource Manager at Sarah.Hobbs@informa.com 
 

 

 

www.informa.com


