
 

  

 Current Opportunity: Event Logistics Coordinator  

Job Classification: Full-Time 

Department: Docks 

 
A multi-award winning facility, the Metro Toronto Convention Centre (MTCC) has earned a solid reputation as North 

America’s leading Convention Centre, and has held over 18,000 events and hosted over 55 million guests since opening 

for business in October 1984.  Covering over 2 million square feet, the MTCC is Canada’s largest convention facility, 

boasting seven exhibit halls, two large capacity ballrooms, and a beautiful 1,232 seat theatre among its many assets. It 

also houses 70 fully furnished meeting rooms, and 167,000 square feet of beautifully decorated pre-function spaces.   

The MTCC is conveniently connected to Toronto’s Union Station railway and transit station through the Skywalk and is 

also accessible via the city’s underground PATH system.  

MTCC is a Crown Corporation of the Province of Ontario and is proudly governed and led by an executive management 

team and an independent board of directors comprised of senior private sector business leaders. The mandate of the 

company is to position the Centre as a world-class destination, while helping to generate economic benefit to the 

community and at the same time remaining financially self-sufficient.  

The Metro Toronto Convention Centre prides itself on its professionalism, responsiveness, and dedication to making 

every event it hosts memorable for its customers and guests alike. 

Reporting to the Logistics Manager, this position will be mainly for overseeing various administration functions with a 

primary focus on managing and maintaining the MTCC’s Loading Dock Management Reservation System (LDMRS).  The 

successful candidate will be required to work closely with clients to plan and program the Loading Dock Management 

Reservation System according to each event’s specific timelines.  This position will work closely with Event/Catering 

Managers and Exhibitor Services team to ensure policies and procedures are followed and to gather necessary 

information to ensure a seamless experience.  The ideal candidate is an experienced event coordinator with a passion to 

learn and develop in the field of event management technology. 

Job Description 

 Communicates with colleagues providing direction and guidance relating to the LDMRS through departmental 

meetings, presentations and relevant documentation.  

 Provides administrative support to Docks Team as required, to increase productivity and meet deadlines.  

 Provides technical and ongoing training assistance to colleagues, clients and exhibitors as required relating to 

the LDMRS.  

 Builds the LDMRS platform by inputting the required information that is applicable for each particular event.  

 File and correspond with the reservation system technical support personnel (external supplier) as required.  

 Payroll and Schedule – maintains accurate payroll for Docks department on daily basis and sign off when it 

comes to the payroll deadline; insert Docks’ schedule in Workforce and Excel spreadsheet.    



 

 

 Ungerboeck Billing - collect billing information from Docks supervisors for each show; prepare and close service 

orders in a timely and accurate manner.  

 Prepare all requisitions/purchase orders for Docks department and complete in a timely and accurate fashion 

for Accounting Department.  

 Creates and calculates revenue and expense report every month.  

 Prepares and provides the profit and loss report after each show.  

 Creates move out bulletins and special parking passes as required.  

 Provides clerical support for Docks departments as required (meeting minutes, power point presentations, filing, 

scanning, maintaining employee records, etc.).  

 Communicates with Event Coordination, Catering and Exhibitor Services Departments to define scope, 

parameters, move-in/out timing and specific exhibitor related information for all dock reservation events.   

 Work and align with the Docks team and General Contractors to ensure that a load-in/load-out strategy is 

feasible and can be managed on the LDMRS.  

 Updates internal applicable department managers on the LDMRS platform status and booking progression.  

 Liaise with external Show Managers/Decorators promoting, explaining and presenting platform logistics, 

benefits and goals relating to the LDMRS.   

 Actively communicates with Exhibitors to assist in the reservation booking process while answering any related 

inquiries to make the overall process easier to navigate.  

 Respond to exhibitors/clients regarding their move in / move out needs and or inquires and ensure any written 

or verbal correspondence request is dealt with in a timely manner and that each request is resolved and/or 

explained to offer the best possible solution/outcome to the satisfaction of the requestor.  

 Liaise between MTCC and the reservation platform technical team (external supplier) to communicate and 

resolve any technical issues/concerns with regards to the platform/app  

 Take ownership pertaining to situations/correspondence that arise and ensure these are dealt with in a timely 

manner and with a high degree of professionalism and recorded for follow-up if needed.  

 Listen to guest/staff feedback and review all logistics post event to determine all pros and cons that may have 

occurred and revisit policies, procedures/best practices as applicable and make recommendations deemed 

relevant.   

 Assist with promoting training sessions for Docks Department employees and ensure that the software program 

and field devices are working effectively.  

Job Skills and Requirements 

  
 College education in related field  

 1 year work experience in related field  

 Strong technical aptitude in Event Management and Reservation systems  

 Ability to work independently with minimal supervision.  



 

 

 Demonstrates the ability to work within a team environment.  

 Strong interpersonal skills when interacting with internal staff, external contractors and consultants  

 Must be able to work in a computerized environment, have the ability to multitask and work in a fast paced 

environment while providing exceptional customer service. 

 Professional and timely with excellent communication skills   

 Strong organizational, project management and record keeping skills   

 Experience in a unionized environment is an asset 

 Ability to work evenings, overnight, holidays and weekends when required.  

For a behind the scenes look at how our team helps our customers create successful events, visit our Instagram page: 

@lifeatmtcc 

Interested applicants are asked to submit their application online at:  
 

https://www.mtccc.com/careers/career-opportunities/  

Please note:  The Metro Toronto Convention Centre is proud to provide employment accommodation during the 

recruitment process.  During any stage of the recruitment process, applicants have the right to request accommodation.  

https://www.instagram.com/lifeatmtcc/
https://www.mtccc.com/careers/career-opportunities/

