
 

 

 

Special Events Coordinator 

Application Deadline: July 26 at 5 pm 

Start Date: ASAP 

Salary: $40,000-$50,000 per annum   

Term: Full-time, permanent 

 
The Gardiner Museum celebrates the art of ceramics and engages local and international 

audiences by promoting understanding of the long history of people crafting in clay. Through the 

display of its permanent collections and special exhibitions, as well as through studio education, 

programs that engage diverse communities, and major contributions to scholarship, the 

Gardiner champions ceramics. The Gardiner Museum is among the few museums in the world 

focused on ceramics, and is one of the most important specialty museums internationally. 

The Special Events Coordinator reports directly to the Chief Development Officer and is 

responsible for the planning, managing and execution of annual Patron and Special Events. 

Working across departments, the Special Events Coordinator is an integral part of the Gardiner’s 

stewardship team by helping to realize impactful events that serve to strengthen our 

relationships with donors, sponsors and volunteers and reflect the Gardiner brand and mission. 

Chief responsibilities include managing the Gardiner’s annual Gala and Young Patron Circle 

party.  

Duties: 

• Annual Gala – develops, plans and executes annual fundraising Gala,; key duties include 

event conception, working with the Volunteer Committee, securing vendors at 

favourable rates and silent auction donations, overseeing adjudication process and artist 

relations, supporting sponsorship and ticket sales efforts, coordinating collateral 

materials  (30%)  

• Young Patron Circle Event – working with the YPC Committee, develops, plans and 

executes annual event that supports the Gardiner’s ambitions to grow its Young Patron 

Circle base; key duties include working with the Artistic Director and Volunteer 

Committee, securing vendors at favourable rates, supporting sponsorship and ticket 

sales efforts.  (20%) 



• Patron Events – creates and co-ordinates Patron events, including the Annual Garden 

Party, exhibition openings and Connoisseur events (20%)  

• Other Events – co-ordinates other events that helps support the Gardiner’s 

Development ambitions (10%) 

• Communications – work with the Marketing team on strategy for event invites and 

special events collateral (10%) 

• Strategy – help further the Gardiner’s development activities broadly by collaborating 

with the Chief Development Officer on event strategies that strengthen the Museum’s 

fundraising initiatives and support the Gardiner’s strategic plan (10%) 

Requirements: 

Business Skills  

• Fundraising experience; able to identify, cultivate and solicit partnership contributions in 

support of Gardiner events 

• Proficient with Microsoft Office, Raiser’s Edge database and Asana 

• Working knowledge of forecasting and budgeting, including ability to work with a 

budget and within a budget 

• Strong organizational skills and attention to detail 

• Excellent written and verbal communication skills 

• Creative, innovative and embraces risk taking 

Technical or mechanical skills 

• Event/large-scale install coordination skills 

• Calendar management and planning  

• Knowledge and understanding of social media and web platforms 

Interpersonal/People Management skills  

• Knowledge of the non-profit sector, and a preferred strong network of cultural and 

artist contacts in Toronto  

• Experience in working with and forming partnerships 

• Ability to collaborate with external partners and create ways to meet mutual goals 



• Experience working with volunteer committees 

• Ability to work well with a team in executing events 

• Ability to be proactive and a self-starter 

• Capacity to work under pressure, multi-task and to meet deadlines 

Experience/Bona fide education licenses or degrees required  

• 2 - 5 years’ experience coordinating events and/or working in fundraising 

• Prior work experience in a museum/gallery environment, or arts organization 

• A post-secondary degree, college or university is an asset but not required 

Working conditions 

• Must be comfortable working in an open concept office environment 

 

• Able to undertake flexible working hours when necessary 

To apply, candidates should submit a letter of interest and CV in one PDF document by July 26 at 

5 pm to hr@gardinermuseum.com. Please reference “Special Events Coordinator” in the subject 

line. No phone calls or visits please. For further information on the Gardiner Museum, please 

refer to our website: www.gardinermuseum.com.  

 

The Gardiner Museum is an equal opportunity employer and encourages applications from 

qualified candidates from visible and invisible minority group members, women, Indigenous 

persons, persons with disabilities, persons across the spectrum of sexual orientation and gender 

identities and others with the skills and knowledge to productively engage with diverse 

communities. We are committed to hiring on merit and to removing barriers in employment 

policies. Should you require accommodation during the interview process, please let us know 

and we will work you to meet your needs. 

 

We thank all applicants for their interest; however, only those selected for an interview will be 

contacted.   

 


