[image: ]

Events & Programs Assistant
Calgary Military Family Resource Centre
The Calgary Military Family Resource Centre (Calgary MFRC) supports and empowers military and Veteran families through connection within our community. We serve families in Calgary, Red Deer and Lethbridge, helping lessen the impact of the unique challenges associated with military life.
Position details
Employment: One year term, with the possibility of extension, part-time, onsite
Location: 4225 Crowchild Trail SW, Calgary
Hours: Three days per week, 7.5 working hours per day; 22.5 hours per week; 8:30 am – 4:30 pm with a ½ hour unpaid lunch.
Schedule: Monday – Wednesday, occasional weekend and evening hours
Wage: $20 per hour
Reports to: Community Engagement & Events Lead
Position overview
The Calgary MFRC is seeking an organized, adaptable Events & Outreach Assistant to support the planning and delivery of events, family programs, outreach activities and summer camps throughout the year. Working with the Community Engagement & Events Lead and program staff, the assistant will coordinate practical details, support volunteers and help create welcoming experiences for military and Veteran families.
The successful candidate will provide respectful, professional service to families, colleagues and community partners in person, by phone and online. Regular check-ins will support clear priorities, coordination and accountability. Additional hours and schedule changes will be coordinated with the supervisor in advance whenever possible.
Key responsibilities
Events and community engagement
Assist the Community Engagement & Events Lead with planning and delivering events throughout the year, including Stairs of Strength, Stampede Breakfast, Military Family Appreciation Day, Holiday Concerts, Holiday Parties, and more. 
Support community engagement initiatives by preparing for, and attending, enrolment ceremonies and parade nights on behalf of Calgary MFRC.
Work collaboratively with the Volunteer & Partnerships Coordinator in supporting and overseeing volunteers during events.
Work alongside the Communications Coordinator to help prepare and plan event communications.
Assist with pre- and post-event tasks including shopping for, packing, and loading event supplies and equipment, pre-event, and cleaning and returning items, post-event. This includes setup and teardown duties as well.
Family programs and summer camps
Assist program staff with planning and delivering family activities, workshops and youth summer camps.
Prepare activity materials and help organize supplies, equipment and program spaces.
Supervision of campers and volunteer coordination during camps and activities, following established safety procedures and staff direction.
Contribute practical, creative ideas to improve activities and participant experiences.
Administration and teamwork
Support inventory management by monitoring supplies and maintaining accurate inventory records.
Assist as needed with office reception.
Perform other duties within the scope of the role, as assigned.
Education and qualifications
Education or relevant experience in event planning, recreation, early childhood education or a related field.
Has a genuine enthusiasm for working with children and supporting their participation in activities.
Experience supporting events.
Strong organizational skills and attention to detail, with the ability to manage competing priorities and follow through on assignments.
Excellent interpersonal and communication skills, including confidence speaking to groups.
Proven ability to work independently and collaboratively, follow direction, accept feedback and solve practical problems.
Ability to take initiative, problem solve and contribute creative ideas to enhance events and participant experiences.
Flexible, adaptable in fast-paced or changing environments.
Proficiency with Microsoft Office 365 and comfort using basic digital tools.
Availability to work three days per week and occasional additional evening and weekend hours.
Ability to lift and carry event supplies and equipment weighing up to 50 lbs.
Valid driver’s license and a clean driver’s abstract.
Successful completion of a Police Security Check, including Vulnerable Sector Clearance.
Knowledge of military life and MFRC programs is an asset
English and French bilingualism is an asset.

We are proud to create a diverse environment and to be an equal opportunity employer. Thank you for your interest; only candidates selected for pre-screening will be contacted.



Our Mission: Support and empower military and veteran families, through connection within our community. 
The Calgary MFRC is committed to the following ethical values to meet the mission:
Service. Our military family community is at the heart of everything we do. We listen, adapt, and deliver. When we work hard, respond with urgency and act in service to others, we create a lasting and positive impact.
Unity. Together, we are stronger. We believe that individual differences strengthen our community, and we embrace the evolving deﬁnition of family. We approach our work with a collaborative mindset and nurture relationships based on equality and inclusion.
Impact. We care deeply about the work we do and the people we serve. We are dedicated to building resilience and constantly seeking new ways to deepen our impact. We’re empowered to make decisions that are best for the long-term health of the military family community we serve.
Integrity. We act truthfully, operate honourably, and do the right thing always. We support and share responsibility with the members of our team, showing empathy and respect along the way. We build trust through transparency, conﬁdentiality and open communication.
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