
ORGANIZATION PROFILE
Create Vancouver Society is a registered non-profit dedicated to artistic and cultural development in the Lower Mainland year-round. 
Through the creation of permanent, large-scale, public murals and public events, we provide a platform for Vancouver’s diverse art 
scene to contribute to the city’s cultural legacy for years to come. Our annual flagship event, Vancouver Mural Festival takes place in 
August, with many projects throughout the year. It is our mission to create meaningful experiences that bring together art and people 
as we highlight the local culture and vibrance of our region. We put extra focus into the visual sovereignty of the three local Coast 
Salish Nations; as well as dedicated support of the work of BIPOC artists and cultural producers.

We are inclusive in our organization and operations, and our programming is intended for all classes, cultures, genders, ages, abilities, 
and beyond. We believe that it is crucial to the cultural health of the city of Vancouver to create tangible and lasting visual evidence 
of the rich diversity of voices living and working here. Our artist roster is an effort to reflect the many histories present in our city  
and region. 

For more information, please visit vanmuralfest.com. 

vanmuralfest.ca // @vanmuralfest

POSITION DESCRIPTION
The Project Manager is an integral role in stewarding the lifecycle of commissioned projects that fall outside of the annual Festival. 
Working with clients across the Lower Mainland -- from educational institutions, to municipalities and developers -- is core to our 
operational model, and provides funding for VMF to put focus on transformative work in local communities. You will be responsible for 
planning, overseeing, and leading projects from ideation through to completion. This managerial role will liaise with a range of internal 
and external stakeholders, managing several projects simultaneously.

POSITION TITLE: Project Manager
APPLICATION TIMELINE: Open Jan 11- Jan 31. Shortlisted applicants contacted by Feb 8
STATUS: Full time position, starting Feb 15, 2O21
LOCATION: Vancouver, BC
REPORTING TO: Director, Creative Projects 
COMPENSATION: $48-6OK per year + benefits and professional development opportunities

JOB POSTING:
VMF PROJECT MANAGER



vanmuralfest.ca // @vanmuralfest

QUALIFICATIONS
- A natural aptitude for multi-tasking, coordinating teams, overseeing complex to-do lists, and keeping the bigger picture  
 in sight while pushing projects over the finish line.
- A keen eye for detail, a passion for exceeding expectations. 
- Exceptional relationship management skills with a demonstrated commitment to a high standard of client  
 and stakeholder relations.
- Experience leading teams to deliver on complex projects or programs with significant budgets.
- Familiarity with the public visual arts sector nationally or internationally is an asset.
- A sense of hustle in problem solving and in approaching new challenges.
- Fluency in English required.
- Exceptional verbal, written communication, and presentation skills, with an ability to effectively share ideas, take initiative,  
 and approach problems with a ‘can-do’ attitude.
- Proficiency in the following is an asset: Google Suite, Microsoft Office, Adobe Suite.

TO APPLY
Interested applicants please send a cover letter and résumé to: andrea@vanmuralfest.com with “YOUR NAME: Project Manager 
Application” in the subject line. Your application will be acknowledged upon receipt, though due to volume, only applicants selected 
for an interview will be contacted.

Create Vancouver Society is open to applicants of all races, ethnicities, identities, abilities, ages, and genders, and the organization 
is particularly interested in reviewing applicants who self-identify as members of groups with minority representation in leadership 
roles.

DELIVERABLES
GENERAL
- Seeing to the timely sign-off on contract agreements, payables, post-sales administration and reporting to clients.
- In consultation with the Director of Creative Projects (DCP), provide expertise and perform analysis necessary to contribute  
 to the development of annual budgets, revenue goals and strategic plans.
- Successfully manage 25+ public art projects annually.
- Using VMF tools and templates, produce estimates and decks for client proposals.
- Manage timelines and teams needed for a project to run successfully and smoothly.
- Report on project revenues, successes, and challenges internally and to the client.
- Maintain excellent client relationships, and maintain VMF’s client database.
- Manage communication between a range of project stakeholders such as property owners, businesses and BIAs.Support the DCP  
 in prospecting and seeking new projects and clients.

ADMINISTRATION
- Authentically represent VMF’s vision, mission, and values with artists, clients and stakeholders.
- Maintain databases, proposal decks, budgets, reports and all other administrative assets as required.
- Participate in regular team meetings.
- Travel as required.
- Other duties may be assigned as required

JOB POSTING:
VMF PROJECT MANAGER


