
 

Creativity is in our nature. Is it in yours? 
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The Whistler Arts Council (conducting business as Arts Whistler) is a registered charity established in 1982. 

 
 

 

Arts Whistler is passionate about Whistler, about arts, and about making arts and culture an integral part of day-to-
day life. Operating out of the Maury Young Arts Centre in the heart of Whistler Village, Arts Whistler runs a variety of 
creative classes, showcases an exciting lineup of live shows for Arts Whistler Live!, and hosts year-round free-
admission exhibits in The Gallery supporting local artists and their craft. Annual events include the Whistler Children’s 
Festival, Whistler Street Entertainment, Arts Whistler Holiday Market, We Heart Local Art, and Art on the Lake. Arts 
Whistler creates bold, inspiring, and engaging experiences and supports an arts and culture sector in Whistler that’s 
welcoming, accessible, and collaborative.  

 
Position Description: 
 
The Development & Membership Coordinator, reports directly to the Development & Funding Officer (DFO) and is 
responsible for coordinating member engagement initiatives, including member communications and artist member 
alignment, and for supporting the DFO in administration of all funding programs, including sponsors, patrons, and 
grant submissions and reporting. The Development & Membership coordinator will be asked to assist with some 
customer service and event operations and support, as required. This position is a good opportunity for someone to 
strengthen their skills in arts and culture membership, development, administration, and events. 
 
Hours of work: 24-32 hours per week. Must be flexible and willing to work some nights, weekends, and holidays. 
 
Responsibilities: 

 Development and delivery of Arts Whistler membership benefits.  

 Administration and service coordination of all member initiatives. 

 Support the Funding and Development Officer with implementation of development plans, including 
fundraising, sponsorship, and patron programs.  

 Assist with grant preparation and administration.  

 Cross-train with venue services staff to act as a support and provide customer service, gift shop, ticket and 
membership sales, while working at the ACH Information Centre at Maury Young Arts Centre. 

 Assist with operations and events as needed. 

 Attend regular staff meetings. 

 Work with other departments to align the membership program. 
 

Qualifications and Experience: 
 Experience in a program or project coordinator or leadership role. 

 Education or experience in arts, administration, customer service, cultural tourism, events, or related area. 

 Excellent business oriented written and oral communication skills. 

 Experience with office or program administration and the Microsoft Office suite including Word, Outlook, Access, 
and Excel. 

 Intuitive customer service focus. 

 Good workload and time management skills. 

 Solutions-oriented with the ability to identify and manage challenges. 

 Professional, enthusiastic, results-driven, coachable, eager to learn, and easy to work with. 
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 Ability to contribute to strategic and development discussions. 

 A creative approach to a project, program or problem.  

 Ability to work both independently and collaboratively as a team player. 

 Ability to work flexible hours, including evenings and weekends. 

 Passionate about Whistler and the growing arts and culture sector. 

 Very organized with good information management skills. 
 
Bonus points! 

 Experience organizing, producing, or supporting events. 

 Experience working with membership, patrons, sponsors. 

 Grant writing and reporting experience. 

 Business development, prospecting, soliciting and closing opportunities experience. 

 Knowledge of managing and administering budgets. 

 Current certification in First Aid and Serving it Right. 
 

Learn more about Arts Whistler: 
http://artswhistler.com/arts-in-whistler/local-artists 
http://artswhistler.com/about-us 
http://artswhistler.com/events-and-programs/events-and-festivals 
 

To Apply Please send an engaging cover letter, resume, and three references to getinvolved@artswhistler.com 

Application deadline: Apply today! Applications accepted until position is filled. 

We thank all applicants in advance for their interest and will be in contact with those candidates we would like to 
interview for the position.  
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