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Capitalize for Kids: Event Manager 
 
Job Type: Permanent, Full Time 
Position Title: Event Manager 
Location of Work: Toronto 
Paid Position: Yes 
Salary: $45,000 - $60,000 (based on experience) plus variable bonus and health and dental benefits 
Website: https://capitalizeforkids.org 
Contact: Quentin Broad, Managing Director, Quentin@capitalizeforkids.com 
To Apply: Please send your cover letter, resume and any other supplementary material you think we 
should see (supplementary material not required) to Quentin Broad 
 
  
ABOUT CAPITALIZE FOR KIDS 
Capitalize for Kids engages the capital markets community to support life-changing 
children’s brain and mental health programs. This is made possible by hosting Canada’s 
top Investors Conference and stewarding donors interested in making smart philanthropic 
investments. 

All proceeds from the Investors Conference, Student Challenge and Community 
Fundraising initiatives are mobilized in two ways to create impact; 

Funding - We allocate funding to the highest priority research and programs that 
will fundamentally change how we understand the brain, and how we deliver 
services to children.   

Consulting - We help community mental health service providers build capacity so 
they can provide mental health care to more children within their existing budgets 
and staffing constraints. 

Working at Capitalize for Kids will help you build a diverse range of skills, while providing 
a unique opportunity to have a profound impact on children’s brain and mental health. 

 
JOB DESCRIPTION 

Capitalize for Kids runs lean with a team of high caliber professionals with backgrounds in 
portfolio management, equity research, banking, management consulting and marketing. 
Every member of the team carries an interdisciplinary workload and wears many hats each 
day.  

The Event Manager will own all planning and logistics of existing events, and dream up 
and implement new events to grow the organization. 

Being successful in this role means you have exceptional attention to detail, a sharp focus 
on customer experience, and an ability to create and maintain strong professional 
relationships. 

In addition, the Event Manager will also support Capitalize for Kids with other ad-hoc tasks 
as needed as the organization grows and evolves. 
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RESPONSIBILITIES	
The essential functions include, but are not limited to the following: 

 
- Event planning, design and production, effectively managing all project delivery elements 

within time limits and to quality standards. Negotiate contracts and manage relationships 
with outside vendors. Organize facilities and manage all event details such as decor, catering, 
speaker management, entertainment, transportation, location, invitee list, special guests, 
equipment, and registration. 

- Manage volunteer organizing groups to develop program content in coordination with 
technical staff leader. 

- Ensure compliance with insurance, legal, health and safety obligations, and that internal 
security and business processes are followed. 

- Provide feedback and periodic reports to internal stakeholders. Specify staff requirements 
and coordinate their activities. 

- Effectively communicate with external stakeholders to ensure participant satisfaction. 
Tactfully deal with diverse people, situations, and ideas. 

- Ability to work in a fast-paced environment, with multiple priorities while maintaining strong 
focus on execution and results yet be adaptable to changing conditions. 

- Demonstrated ability to work proactively and follow through on assignments with minimal 
supervision; ability to work collaboratively with a team. 

- Ensure relevant content is presented, organization branding is maintained, and pre- and post-
event communication strategies are deployed. 

- Contribute to event marketing support including promotional materials, including web 
updates, social media posting and copywriting. 

- Conduct pre- and post-event evaluations and report on outcomes. Prepare and reconcile 
budgets. 

- Research market, identify event opportunities and generate interest. 

- Ability to work occasional evenings and travel to event/meeting locations. 

- Develop and implement new value add ideas for the growth and evolution of Capitalize for 
Kids 

 
QUALIFICATIONS AND SKILLS 

- 3+ years proven experience as an event organizer with an impressive portfolio of previously 
managed complex events (meetings, parties, corporate events). 

- Excellent time management and communication skills which demonstrate the ability to draft 
clear, concise specifications, documentation and reports. 

- Strong interpersonal skills with an ability to communicate at all levels of an organization, 
both internally and externally, and ability to build productive business relationships. 

- Effective negotiating and problem-solving skills.  

- Ability to manage multiple projects independently. 

- MS Office proficiency, WordPress, social media, and web-based registration systems. 

- Undergraduate degree. 

- Subject matter expert as evidenced by professional certification. 

- Knowledge of capital markets and financial services is a strong asset 

- Passion for social impact and philanthropy 
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KEY PERFORMANCE MEASUREMENTS 

- Creative measures of conception – does the event reflect our content standards and 
our brand standards of excellence? 

- Technical measures of delivery – does the event come off flawlessly? 

- Customer measures of satisfaction – do our customers feel our event is 
professionally produced? 

- Financial measures – is our event delivered on time and within budget?  

- Team leadership and management – can the Event Manager effectively balance 
esprit de corps with the requirement that the above be achieved. 

- Growth mindset – a demonstrated ability to generate value added content within 
current events, and generate new ideas for organizational growth. 

 
 
Thank you for your interest in Capitalize for Kids!  
We look forward to reviewing your application!	


