
 
 

ROLE DESCRIPTION 

Program Logistics Coordinator 
 

Reports to: Operations Managers 

Direct Reports: n/a 

Other Reports: n/a 

Location: Calgary, AB (Corporate) 

 

MANDATE 
The services within the portfolio of this position include ongoing collaboration with internal & 

external stakeholders to plan and coordinate the logistics of all North America-based training 

events. 
 

KEY ACCOUNTABILITIES  
 Schedule and coordinate the logistics for all Training Events (T4Ts, Hosted Workshops); 

 Collaborate with the Business Development function to ensure the efficient transition of 

signed contracts for T4Ts & Hosted Workshops; 

 Create and maintain the T4T and Hosted Workshop Schedules to ensure all aspects of the 

coordination and logistics are fully executed according to the standard operating 

procedures; 

 Selection & invitation of Training Teams in collaboration with the Director Training & 

Operations Managers; 

 Coordinate and confirm with host organizations the point of contact for each training 

event and complete required documentation; 

 Determine access requirements for military installations once Military Access Checklist is 

complete; 

 Assist coaches/instructors, when requested, to secure necessary background checks and 

passes; 

 Communicate the location and access requirements to the Training Teams for each 

Training Event; 

 Monitor registrations for contracted T4Ts and Hosted Workshops; 

 Working closely with host organizations and training venues to ensure all meeting space, 

food requirements and equipment are arranged to standard operating procedures; 

 Coordinate with Shipping function to ensure all training materials have been ordered and 

shipped to arrive on schedule; 

 Coordinate with the Training Teams to ensure all travel arrangements including flights, hotel 

accommodation, car rentals are confirmed with the designated Travel Agency; 

 Provide travel itinerary to Training teams and appropriate stakeholders for each training 

event; 

 Creating and providing the preliminary Trainer Invoices to Accounting for all Training 

Events; 

 Provide back up for T4T Registrar; 

 Maintain required documentation for all training events as outlined in the standard 

operating procedures; and 

 Provide day-to-day supervision to logistics Admin Assistants. 
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QUALIFICATIONS 

EDUCATION: 

 Bachelor’s degree in a relevant field of study with a minimum of five (5) years’ experience  

in a related field is preferred;  alternatively, a diploma or certificate in a relevant field of 

study with a minimum of ten (10) years’ experience working in a related field. 
 

EXPERIENCE: 
 Demonstrated experience with all logistical aspects of scheduling training programs and 

/ or event management; 

 Previous demonstrated team leadership experience providing guidance to junior 

administrative employees; and 

 Knowledge and/or completion of one or more LivingWorks programs considered an asset. 
 

COMPETENCIES AND ATTRIBUTES: 
 Demonstrated exceptional organization skills; 

 Excellent verbal and written communications skills; 

 Strong listening skills; 

 Ability to multi-task, prioritize, and manage time effectively; 

 Attention to detail; 

 Exceptional customer service; 

 Advanced level knowledge of Microsoft Office, G Suite (Google) and an aptitude for 

working with a variety of databases. 

 

Other details you need to know: 
 

The Total Compensation package for this position takes into consideration relevant geographic 

salary information as well as the education, skills and experience of the successful applicant. 

 

The position will remain open until the position is filled.  Please submit your resume with a cover 

letter to hr@livingworks.net. 

 

We sincerely appreciate everyone’s interest in this role but hope you understand that we can only 

contact the few qualified applicants we select for an interview. 


