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Events and Programs Coordinator  

Urban Development Institute Pacific Region (UDI) 

Full-time, Permanent  

 

ABOUT UDI 

 

With more than 900 corporate members, the Urban Development Institute, Pacific Region (UDI) 

represents thousands of individuals involved in all facets of land development and planning, 

including: developers, planners, architects, financial lenders, lawyers, engineers, property 

managers, appraisers, real estate professionals, local governments and government agencies.  

 

As a “Partner in Community Building,” the Urban Development Institute is committed to working 

with communities and governments to create and achieve the vision of balanced, well-planned 

and sustainable communities. The Urban Development Institute promotes wise and efficient 

urban growth, good planning and good development practices, affordable housing and high-

quality commercial and industrial developments.  

 

UDI Pacific also serves as the public voice of the development industry, communicating with 

governments, community groups, and related stakeholders on a number of issues. UDI 

concentrates its activities in three primary areas: advocacy, education, and as a convener for 

the development sector. More information about UDI is available at www.udi.bc.ca.  

 

JOB DESCRIPTION  

With guidance from the Director, Professional Development and Programming and the Program 

Manager, the Events and Programs Coordinator will support a variety of in-person, hybrid and 

virtual events including our educational webinars, seminars, lunch programs, fundraising events 

and special programs as required. 

 

The successful candidate will work collaboratively with all pillars of the UDI Pacific Region team 

along with member volunteer committee groups to build and grow UDI’s capacity for special 

events and educational programming for UDI Pacific Region including Surrey, Langley, Maple 

Ridge, Mission and Abbotsford. 
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KEY RESPONSIBILITIES  

• Supports the planning and execution of UDI Pacific Region events and programming  

• Attends volunteer committee meetings and events as required (virtually and/or in-

person) 

• Research and provides recommendations for event logistics (venue, vendors, F&B etc.) 

based on budget and project requirements     

• Negotiate contracts and manage event vendors as needed 

• Provides onsite event support; including overseeing registration protocol (registration 

of members, inviting guests, management of RSVP list, names tags and set up and 

operation of registration table, registration fees), and event set-up/tear-down, etc.  

• Supports event marketing and promotions through collateral creation  

• Compile and analyze post-event reports and feedback surveys 

• Research and source event sponsors  

• Documents, distributes, and tracks volunteer committee and pre-event meeting 

minutes  

• Sets up the webinar system for online meetings and virtual events  

• Distributes webinar log-in information to participants  

• Provides pre and post event technical support to virtual attendees   

REQUIREMENTS & QUALIFICATIONS  

• 3+ years experience in event management including galas, panels and workshops, 

and virtual and hybrid events 

• Strong relationship-building skills, including the ability to engage with people at all 

levels of seniority  

• Just “do it” attitude  

• Demonstrated ability to work effectively as an integral member of a team with a 

customer-service focus high-performer who is driven, detailed, and personable 

• Experience in event management or project management  

• Proficient with Microsoft office, online meeting platforms (Zoom, Teams, etc.), and 

CRM or member management software  

• A valid Class 5 Driver’s License for the Province of BC  
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• The successful candidate may be required to split their time between UDI’s Vancouver 

and Langley Office as needed  

NOT REQUIRED BUT BENEFICIAL  

o Experience working in a not-for-profit or charity-based organization 

o History of working with member-based organizations or chambers of 

commerce 

o Knowledge of the development sector 

o Experience with managing contractors and vendors 

o Experience with stakeholder management  

o Comfortable in sharing ideas and taking the initiative  

IMPORTANT NOTES 

This is a permanent, full-time, office orientated position. Due to the nature of the role and 

ability to be physically present at events (including some evenings and weekends), the 

successful candidate must be physically located in Metro Vancouver, have a valid B.C. Driver’s 

License, have access to a vehicle and can be at the UDI head office in Downtown Vancouver 

and our regional office in Langley Township as required.  

APPLICATION PROCESS  

If this sounds like you, please submit a cover letter, specifically including your salary 

expectations, and your resume to Michael Drummond, Vice President, Government Relations 

and Communications c/o Andrea Nicholls: anicholls@udi.org 

 

We thank all candidates for their interest in advance. However, due to the number of 

applications received, only those selected for an interview will be contacted. 

 

The deadline for applications is July 20th 2022 
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