
Town of Pincher Creek 

JOB DESCRIPTION 

Southern Alberta Summer Games Coordinator 

 

POSITION SUMMARY:  

Reporting to the Manager of Recreation Services and in cooperation with the Summer Games Executive 

and Sport Committee, the Coordinator is responsible for the overall planning, development, 

implementation and evaluation of all aspects of hosting the Southern Alberta Summer Games in Pincher 

Creek and area in July 2019.    

ROLES & RESPONSIBILTIES:  
 
- Assist the Games Executive and Sport Chairpersons with the coordination and completion of 

checklist tasks, the purchase and supply of equipment and site preparations.  

- Act as a resource person to the Games Executive and Sport Chairs on technical information, sport 

scheduling, site organization etc.  

- Attend meetings of the Executive and Committees as non-voting member, record minutes and 

provide regular reports and advisement as required. 

- Monitor and maintain the Games timeline and budget.  

- Ensure effective communication and coordination between the Town Departments, Games 

Organizational Structure and Regional Directors.  

- Assist with the recruitment, training and support of Games volunteers.  

- Recommend policies and procedures to the Games Executive. 

- Assist with the development and delivery of a Games promotions and marketing plan. 

- Manage the Summer Games website and social media.  

- Assist with fundraising or special events to advance the Games.  

- During the Games, set-up and manage the Games Office and provide public information and support 

to the Games volunteers. 

- Liaise with the Southern Alberta Recreation Association and Regional Directors. 

- Ensure the inventory, return and safe keeping of supplies and equipment at end the Games.   

- Prepare a final Games Report for the Southern Alberta Recreation Association. Compile all 

Chairperson and Regional Director reports and evaluations. 

- Be available to work during the week of the Games, July 1 – July 7, 2019.   

- Emergent or other duties as assigned by the Manager of Recreation Services.   

QUALIFICATIONS/REQUIREMENTS:  

- Post-secondary education in the area of recreation, sport, events planning/marketing or equivalent. 

- Related experience in sports/games/events planning, programing, management or supervision.  

- Excellent organizational, interpersonal, communication and customer service skills 

- Proficiency with MS Office and social media skills. 

- Ability to work in a self-directed manner.  

- Able to provide a vulnerable sector Criminal Record Check and Drivers Abstract. 


