
INTERNATIONAL CONFERENCE SERVICES LTD. (ICS) 
 
     JOB DESCRIPTION 
 
 
JOB TITLE:  Marketing & Communications Coordinator  
 

 
TERM: 40 hours a week; M - F, 8:30 a.m. - 5:30 p.m. (Flex-time) 
LOCATION:  300 - 1201 West Pender Street, Vancouver, BC  
REPORTS TO:  Director of Marketing, Conference Manager 
CONTACT:   Phone: +1 604 681 2153 | Email: careers@icsevents.com 
 

 
SUMMARY: 
 
A leader in the Canadian market and a highly respected player at an international 
level, International Conference Services Ltd. (ICS), is a professional Conference 
Management Company that works with national and international associations, 
corporations and high-level individuals in order to put on meetings, events & 
tradeshows.  
 
As the Marketing & Communications Coordinator, you will play an integral role with 
the lead up to our events and work closely with our Conference Managers and Director 
of Marketing in order to execute varies online & offline strategies.   
 
The ideal candidate will be highly motivated, driven and organized with the ability to 
multi-task several events at one time. 
 
RESPONSIBILITIES: 
 

 Manage event websites & social media profiles (Facebook, Twitter, LinkedIn) 
(Content typically provided by Conference Managers) 

 Setup and manage email marketing campaigns. 

 Coordinate design requirements through our Graphics Department. 

 Provide Analytics reports for website traffic and email campaigns. 

 Research & identify valuable communication/partnership channels as well as 
insight on increasing engagement & followers. 

 
REQUIREMENTS & SKILLS: 
 
Education & Competencies: 

 

 A post secondary degree/diploma with 2+ years related work experience.  

 Strong understanding of marketing fundamentals: copy, design, branding, 
target markets, CTA’s and reporting. 

 Excellent English language / grammar skills, written & oral. 

 Strong attention to detail and proven problem solving, communication & 
organizational skills. 
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 Interest of the life sciences (Biology, Medicine) as the majority of our events 
are medical based.  

 Ability to work independently and participate collaboratively in a team 
environment.  

 Comfortable with managing multiple projects at the same time.   

 Able to work in a fast-paced, changing environment and is open to coaching. 
 

Marketing: 
 
You will have a strong understanding & demonstrate experience in the following 
areas: 
 

 Social Media Setup & Post Scheduling. 

 Sales/Click Funnels strategy for websites, emails and other design pieces. 

 Writing effective copy / subject lines. 

 Fundamentals in search engine optimization & link building. 

 Google Analytics analysis and utilizing URL Parameters for campaign tracking. 
 
Software: 
 
You are familiar and have worked with the following tools:  
 

 WordPress CMS. 

 Basic HTML / CSS. 

 Social Media Platforms (Facebook, Twitter, LinkedIn, YouTube). 

 Mailchimp and other email software platforms. 

 Hootsuite / Social Media post scheduling software. 

 Microsoft Office Suite (Word, Excel, PowerPoint, Outlook). 

 Google Drive/Docs. 

 Google Analytics. 
 
ICS Core Values: 
 

1. We take pride in our people and work; and are committed to the company’s 
success. 

2. We trust, support and empower each other in order to be accountable to each 
member of the team. 

3. We are committed to honest but constructive dialogue with all stakeholders. 
4. We have the ability to work independently within an evolving framework. 
5. We are passionate about providing exceptional service and solutions to our 

clients. 
 
APPLY NOW! 
 
This position would be an outstanding career opportunity for enthusiastic, motivated 
and performance-driven individual's interested in a fun & friendly work environment.  
 
We thank all candidates for their time and interest in working at International 
Conference Services, however only selected individuals will be contacted for an 



interview.  
 
To apply for the position, please email an updated resume, a cover letter, a 
PDF/Web portfolio of your past work (Social Media, Design, Copywriting) and anything 
else that will impress us to careers@icsevents.com. 
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