
 
 

The Spring Garden Area Business Association (SGABA) is a member-based, non-profit organization 

representing the interests of the many property owners, merchants, and service providers in the Spring 

Garden area. Working with the various levels of government and other key stakeholders, the Association 

strives to help make the Spring Garden area a great place to live, shop, work, and play. 

SGABA is currently looking for an energetic, professional individual to fill the role of Communications & 

Events Coordinator.  

As the Communications & Events Coordinator, you will be responsible for leading in the creation and 

execution of all communications and marketing materials for the Association. You will lead the planning 

and organization of all SGABA related events, including Shopping under the Stars, the Children’s Festival, 

and Victoria Barks: Dogs in the Park. You will manage the Association’s social media accounts and 

develop new, original content daily. The Communications & Events Coordinator will work directly with 

various partners, including HRM staff, other Business Improvement Districts, and community groups, in 

the planning of any event or activity that involves the Spring Garden area. Working as part of the SGABA 

team, you will proactively engage with member businesses and assist members however possible in 

keeping with the mandate of the organization. 

Key Responsibilities: 

- Develop and oversee all social media and website postings 

- Prepare monthly member newsletters and all marketing/promotional material, including Annual 

Reports and Activity Reports 

- Coordinate and manage all events (some weekend and evening work required) 

- Monitor budgets for communication and event activities  

- Lead the development of comprehensive communication and event plans 

- Seek ways to improve the effectiveness of the website and strategies to increase social media 

presence 

- Draft press releases and respond to media inquiries as required 

- Assist in identifying new funding/sponsorship opportunities, including applying for grants 

- Provide support as needed with all administrative duties 

- Assist the Executive Director as required 

Qualifications and Skills: 

- A minimum of two years’ experience in communications and event coordination and a degree or 

diploma in communications or marketing 

- Demonstrated experience in using all forms of social media 

- Knowledge of website management and design 

- Graphic design skills considered a strong asset  



 
 

- Proven aptitude in computer software programs including: Powerpoint, Word, Excel, Adobe 

InDesign, Photoshop and Illustrator, Google Analytics 

- Superior written and verbal communication skills 

- Excellent interpersonal skills with an ability to work well as part of a small team 

- Strong organizational skills with an attention to detail 

- Ability to multi-task and effectively prioritize  

- Ability to work independently with minimal amount of supervision 

To apply, please forward a resume and cover letter, with salary expectations, to Juanita Spencer at 

juanita@springgardenarea.com by no later than Wednesday August 30th at 5:00pm. We thank all 

applicants for their interest, however only those selected for an interview will be contacted.  
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