Sales Event Coordinator
Excel Funds Management Inc. is seeking a marketing coordinator to support the marketing activities of our financial service industry. As an integral member of a high performing team, you will be responsible for working collaboratively with other internal clients to execute nationally driven programs, as well as events and local initiatives within the greater Toronto area. Over the course of your career, you may be asked to work with other internal clients, which will allow for continued personal growth and development.
A career at Excel Funds will offer you the opportunity to:
· understand how Excel’s products and services are presented to investment professionals 
· partner with our sales teams to learn and understand the sales process from start to end 
· understand regulations around events and conferences in our industry 
· utilize your outstanding communication skills to build relationship/networking skills 
· work with a high caliber, sociable and supportive team 
· be a part of a professional corporate work environment 
· work in a fast growing and exciting organization with professionals who are eminent in their respective field
· have challenging and interesting work in a team environment
· continue your development throughout your career to reinforce and expand your chosen career path
Responsibilities include:

Assist with the implementation of marketing and communications campaigns or campaign initiatives as identified in the national and GTA marketing plans. This may include such tactics as:
· collateral and promotional material development
· event planning and execution
· sponsorships and speaking opportunities
· internal and external communications
· Coordinating sales events (booking venues) including participating in events as required 
· Acting as the primary co-op marketing and compliance administrator for the designated sales teams 
· Providing administrative support including managing the wholesaler's calendar, making travel arrangements, preparing monthly Travel and Expense (T&E) reports etc. 
· Support the development, tracking and management of budgets
To succeed in this opportunity, you will possess:
· A Bachelor's Degree or Diploma, with an emphasis in event planning
· 1 year experience in the financial services industry, ideally supporting or interacting with financial advisors 
· 2+ years in an administrative support or customer service role 
· A keen interest in the financial markets 
· A professional articulate phone manner 
· A self-confident, friendly and pro-active personality 
· Demonstrated experience in event coordination 
· Strong project management skills
· A motivated and 'eager to learn' attitude 
· Ability to work in a team as well as independently in a quick paced environment 
· Excellent written and oral communication skills 
· Strong computer skills in MS Office (Excel, Word, PowerPoint, Outlook) 

To Apply
Email resumes to careers@excelfunds.com and indicate which position you are applying for.
No telephone inquiries or agencies please.
We thank all applicants for their interest; however only those selected for interviews will be contacted.
