
 

                                          Posting Date: June 17, 2021 

Administration & Events Assistant - BC 

Status: Part Time Contract (21hrs/ week) 
Location: Burnaby, BC  
Duration: 16 weeks: July 19, 2021 – November 5, 2021 
Hourly Rate: $15.20/h 
 
 

Are you an influential communicator? Someone who enjoys building lasting relationships? 
Seeking to make a difference in the not-for-profit world and in people’s lives? Do you 

want to work for an amazing cause at a successful national charity? 
 

If so, we’d love to hear from you! 
 
About Us: 
 
Cystic Fibrosis Canada (CF Canada) is a national charitable not-for-profit corporation established in 1960 
and is one of the world’s top three charitable organizations committed to finding a cure for cystic 
fibrosis (CF). As an internationally recognized leader in funding innovation and clinical care, we invest 
more in life-saving CF research and care than any other non-governmental agency in Canada. 
 
Our vision is a world without cystic fibrosis. We go further to help all people living with cystic fibrosis by 
raising funds to support world-class research without regard to the researcher’s locale. We support high 
quality individualized CF care in all areas of Canada, and we promote public awareness of CF while 
advocating for access to drugs for all those who need them. CF Canada has invested more than $244 
million in leading research, innovation, and care. As a result, Canadians with cystic fibrosis have one of 
the highest median survival rates in the world. CF Canada dedicates its efforts in four key areas: 
Healthcare, Research, Advocacy, and the Canadian CF Registry. 
 
For additional information on Cystic Fibrosis Canada and our work to improve the lives of Canadians 
living with cystic fibrosis, and ultimately to find a cure for this devastating disease, please visit 
www.cysticfibrosis.ca.  
 
Overview: 
 
CF Canada is excited to be participating in the Canada Summer Jobs 2021 program and offering summer 
placements to individuals to get experience in the workforce. As the Administration & Events Assistant 
you will have the opportunity to work for the BC and Yukon office of a national healthcare charity and 
will gain experience in administration, volunteer recruitment, fundraising and donor stewardship.  
 
Outcomes include, but are not limited to, gaining relevant work experience in administration, including 
data entry, the full cycle of events, volunteer coordination, developing and implementing projects, and 
developing your communication skills.  You will report directly to the Associate, Fund Development, BC 
and Yukon, who will train, supervise and provide feedback throughout your employment.  The Associate 
will strive to understand and support your career aspirations and, where possible, provide opportunities 
and experiences to develop relevant skills by developing and following a work plan for the duration of 
your employment. Due to the COVID-19 pandemic, you will work remotely in this role.  

http://www.cysticfibrosis.ca/


 
The role will focus on the Walk to Make CF History and GearUp4CF events. Some of these events may be 
held in person or virtually, depending on the guidelines of the health authorities and Cystic Fibrosis 
Canada. 
 
Qualifications & Skills: 

• Highly motivated self-starter with strong organisational and exceptional customer service skills 
and emotional intelligence, with an eagerness to learn  

• Microsoft Word, Excel, Office, social media and email skills 

• Excellent written and oral communication skills to interact with all stakeholders 

• Flexibility to work a variety of hours including evenings and weekends 

• Administrative experience in an office environment 

• InDesign, Photoshop, Powerpoint, videography and Canva skills 

• Relevant experience with administration and events 

• Preferably your first job experience during or following your post-secondary education. 

• Must be between the ages of 15-30 (inclusive) and legally able to work in Canada, under the 
Canada Summer Jobs basic requirements. 

 
Responsibilities: 
 

• Provide administrative support to the regional and national staff, including data entry, 
maintaining revenue and expense documents and reports, research and compiling information, 
answering and responding to phone calls and emails. 

• Update and maintain our record keeping and customer service management tools. 

• Play a key role in supporting awareness and community outreach projects. 

• Creating and updating event and promotional content, calling and emailing supporters, and 
providing resources and information. 

• Assist the Associate with the planning, execution and reports for regional events, working with 
staff, contractors and volunteers. 

• Attending staff and committee meetings (many held during the evening), drafting agendas, 
taking minutes and distributing items via email. 

• Participate in weekly team meetings to integrate work with team goals and program targets. 

• Participate in weekly reporting and feedback meetings with supervisor to ensure opportunities 
for growth and development of skills. 

• Participate with volunteer engagement and recruitment efforts. 

• Perform other functions in support of the organization’s work as assigned by the Associate, Fund 
Development, BC and Yukon. 

 
How to Apply: 
 
Please submit your resume and cover letter to hr@cysticfibrosis.ca. Please indicate Administration & 
Events Assistant in your subject line.   
 
*Note: All job postings will be open a minimum 5 business days from the date of posting.  
 
Cystic Fibrosis Canada thanks all applicants in advance. Only those candidates selected for an interview will be 
contacted.  

mailto:hr@cysticfibrosis.ca


 
Cystic Fibrosis Canada is committed to creating a diverse environment and is proud to be an equal opportunity 
employer. All qualified applicants will receive consideration for employment without regard to culture, ethnicity, 
race, color, religion, beliefs, gender, gender identify or expression, sexual orientation, nation of origin, genetics, 
disability, age, or veteran status. 
 
We will be happy to work with applicants requesting accommodation at all stages of the hiring process.  
 
For additional information on our values (Excellence, Accountability, Caring & Teamwork), Cystic Fibrosis Canada 
and the courageous fight being waged against this disease, please visit www.cysticfibrosis.ca. 

 
 

http://www.cysticfibrosis.ca/

