
Music Canada Live 
Outreach and Networking Coordinator 
 

Position: Coordinator 
Location: Toronto 
Position Type: 4 month contract 
Start date: April 10th, 2015 

 
"For the first time, the Canadian live music industry will share a single voice, providing a 
unified front from east to west and all points in between, both large and small." – 
Harvey Cohen, Union Events and Board Member of Music Canada Live  

 
 

Music Canada Live, Canada’s new trade association representing the live music sector, is seeking a highly-effective, 
person to produce: networking events at CMW and NXNE, the association’s first Annual General Meeting and to 
administratively support the current strategic planning activity of the association. You will plan and execute the 
events managing communications, budgets, reporting and evaluation. You are responsible for the overall 
coordination, implementation and support for all activity including but not limited to: assisting in the planning, 
production, execution and reporting of each of the project components.  You will support the strategic planning 
team and Executive Director administratively, as required. You report directly to the Executive Director.  
 
This will be a “hit-the-ground-running”, exciting experience for the person who loves Canadian music, can multi-task 
and instinctively wants to over-deliver on their always high-quality work product. You might be a free-lance 
producer, work for an event company or come from the sector having worn various hats throughout your career.  
 
You have: 
 

 Experience related to the tasks listed above, significant experience in the development, coordination and 
promotion of networking events and large meetings 

 Excellent written and verbal communications skills with the ability to communicate effectively with all levels 
of staff, stakeholders and the general public 

 Strong organizational skills with the ability to manage multiple assignments, programs and projects and 
adapt to changing work priorities 

 Superior customer services skills 

 Ability to research and prepare documents for meetings such as invitations, agenda’s, etc. 

 Knowledge of and keen ability to use promotional, social and traditional media platforms to promote events 
and effectively raise awareness of the activities and of Music Canada Live 

 Advanced skills in Microsoft Office (Word, Excel etc.) 

 Graphic design and web skills appreciated  

 Knowledge of Canadian music industry a major asset 

 Ability to speak in both official languages an asset 

 Some travel potentially required 
 
Deadline for Application (firm): 
 
5pm ET – March 27th, 2015 
 
Email a cover letter describing your interest and experience, a CV and 3 references to: 
Ms. Erin Benjamin 
Executive Director, Music Canada Live 
Subject line: Application, Coordinator 
Please, no phone calls. 
ebenjamin@musiccanadalive.ca  

mailto:ebenjamin@musiccanadalive.ca

