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Vancouver, BC

Digital Communications Assistant

COMMUNICATION

RESPONSIBILITIES
 • Supporting Co-op Workshops
 • Assist with workshop research and development, facilitation, room booking, and registration. •   
 • Interpret stats, provide feedback and recommendations
 • Create and edit messaging for communications to sta� and students
• Event Planning/Support
 • Research and identify event opportunities
 • Assist with event development, communication materials and execution.
• Marketing & Communications
 • Research and identify opportunities to promote services to students
 • Develop and design marketing materials and displays
 • Promote Co-op programs through classroom presentations and at events
• Coordinate newsletter and blog, including researching, writing, compiling, editing, and design
• HR/ Administration
 • Works closely with the Program Assistant on human resources related and administrative duties and ad 
  hoc projects as required 
 • Maintain and update employer and student databases on a regular basis
 • Conduct research and update statistics 
•Student Representative
 • Act as a representative and advocate for co-op students at co-op meetings, events and planning sessions.
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Special Events Intern

RESPONSIBILITIES
Multiple events: 

• Assist on planning committee
• Participate in pre-event preparations
• Assist with fundraising
• Participate in event day logistics including set-up and take-down, sponsor recognition and volunteer scheduling, 
training and supervision
• Plan and implement DSBIA’s contribution to event: craft table, face painter, bouncy castle
• Connect with secondary schools and community organizations to collaborate on events
• Work with marketing and graphic design intern to brand the events
• Continue with research started by previous intern focusing on festivals/fairs from other
• Write articles for DSBIA publications as required

Movies Under the Stars: August 
• Build budget for event
• Plan and arrange pre-movie entertainment
• Contact local community groups to encourage participation
• Recruit, train and schedule volunteers
• Emcee event

BIA partner events:
Involvement will vary depending on the event and may include:

• representing the DSBIA, documenting the event
• assisting in preparation of material for display or activity
• setting up display/activity area
• disseminating information to community.

COMPANY PROFILE
Downtown Surrey BIA mission:

• Creating a vibrant, safe, and livable downtown
• Fostering positive community and government partnerships
• Supporting positive investment climate
• Collaborating for a safer community
• Promoting revitalization and community development

Events are key to the revitalization of Downtown Surrey and help build community while promoting the area, Research 
projects are intended to activate public spaces to revitalize the area. This intern provides support to the Events Committee as 
well as the DSBIA Membership, Area Enhancement and Communications Committees.

The successful candidate will have the opportunity to gain a wide range of skills and experience while working with multiple 
groups on a variety of projects and initiatives. New ideas and risk-taking are encouraged in this supportive environment!

QUALIFICATION AND EXPERIENCE
• Previous event planning experience
• Strong communication skills - verbal and written
• Strong organizational skills and ability to multi-task
• Ability to work well independently and in a collaborative team environment
• Excellent computer skills including Microsoft O�ce, social media, and Canva 
• Availability to work some evenings and weekends when events occur

HOURS/WEEK
JOB LOCATION

Downtown Surrey Business Improvement Association

Vancouver, BC


