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JOB OPPORTUNITY: FESTIVAL COORDINATOR 
 
The Toronto Reel Asian International Film Festival (Reel Asian) is Canada’s largest pan-Asian film festival 
showcasing films and work by Asian artists from Canada, the United States, and around the world. This 
year’s festival takes place November 8–16 in downtown Toronto and North York.  
 
Reporting to the Interim Executive Director and working closely with the Development Associate, the 
Festival Coordinator will support the Interim Executive Director in carrying out the day-to-day 
administrative and development duties for the festival. This is a part time contract position.  
 
 

QUALIFICATIONS & EXPERIENCE 
- Ability to multi-task, work under changing conditions and tight timelines 
- Ability to represent Reel Asian professionally 
- Some experience in fundraising and/or development relationships with community organizations 

(arts/culture related, film, or Asian groups)  
- Previous experience with film festivals, arts and/or non-profit industry a strong asset 
- Adaptable to a flexible work schedule including some evenings and weekends 
- Awareness and sensitivity towards various ethnic, cultural and other diverse backgrounds 
- Computer literacy in a Mac platform 
- Proficiency in Microsoft Office and database entry 
- Solid writing skills and experienced in business writing 
- Strong communication skills, attention to detail, and a commitment to quality 
- Takes initiative to problem solve 
- Team-oriented, collaborative and proactive 
- Highly organized and excellent time management skills 
- Fluency in Asian language (a strong asset) 
 

PRIMARY RESPONSIBILITIES 
 
Development & Partnerships 

- Manage and archive sponsorship contacts and contracts and track sponsorship benefits on 
Filemaker database 

- Assist the Development Associate to send member regular emails and e-newsletters 
- Assist the Development Associate to manage and track member database 
- Provide support to compile sponsorship packages and festival delegate bags 
- Provide support to distribute sponsor and high-level member tickets on site during the festival 
- Assist to supervise development volunteers throughout the festival and help solicit individual 

donation on-site 
- Greet sponsors, members an donors and act as an ambassador for the festival 

 
Day-to-Day & Festival Administration 

- Assist Special Events Coordinator in compiling guest lists and sending invites for special events  
- Providing information to the general community and responding to requests and inquiries 
- Providing administrative assistance to the Interim Executive Director, including preparation of 

reports and data collection 
- All other tasks as assigned 

 
Post-Festival 

- Participation in post-mortem 
 
COMPENSATION  
 
Commensurate with experience 
 
TIME COMMITMENT 
 
3 days a week August – November, select time during the festival 
 
APPLICATION DEADLINE: July 27, 2018 
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HOW TO APPLY 
 
Apply with CV, cover letter and 3 references to: jobs [at] reelasian [dot] com  (include “Festival 
Coordinator” in subject line) or in writing to: 
 
Toronto Reel Asian International Film Festival 
401 Richmond St W, Suite 448 
Toronto, ON M5V 3A8 
 
No phone calls or drop-ins please. For more information about Reel Asian, visit www.reelasian.com. 
 
We thank all applicants for their interest however only those selected for an interview will be contacted. 
 
Reel Asian welcomes and encourages applications from people with disabilities. Accommodations are 
available on request for candidates taking part in all aspects of the selection process. Reel Asian is an 
equal opportunity employer. 
 
 
 
 


