
 
LESLIEVILLE BUSINESS IMPROVEMENT AREA (BIA) COORDINATOR 

 

Job Description 

The Board of Directors for the Leslieville Business Improvement Area requires a BIA Coordinator on a full time basis to 

provide administrative support, customer service and general assistance. The individual must be a self- starter and 

possess strong organizational skills to ensure that projects and activities are completed on time.  Reporting to the Board 

of Directors through the Chair, the BIA Coordinator’s responsibilities include but are not limited to the following: 

Administration & Finance 

 Responsible for all operations for the BIA, including administration, budgeting, and staffing 

 Actively support work of the Board, committees and working groups 

 Schedule meetings, prepare agendas with Board/Chair and contact all required members to attend 

 Complete meeting minutes within 5 business days and upload in drive 

 Coordination of the Annual General Meeting of the BIA Membership 

 Attend relevant public meetings & local working groups on behalf of the BIA 

 Maintain and update the business directory and business database  

 Preparing, submitting and following up on all city permits and paperwork 

 Writing and implementation of successful Grant applications within applicable deadlines 

 Monitor email and telephone messages and replying accordingly  

 Accurate maintenance of BIA files and records 

 Assist the Treasurer with the management and stewardship of assets and financial health of the BIA 

 Assist the Treasurer with preparation of financial information for the auditor 

 Assist the Treasurer with preparation of the Board of the annual report 

 Assist the Treasurer with reporting of receivables, payables and payroll 

 

Operations 

 Manage all planning and implementation of events, projects and activities such as (but not limited to) festivals, 

Façade improvement program, Shop Local etc. 

 Oversee the maintenance, beautification and seasonal decorations strategies 

 Initiate, promote and facilitate special member-to-member events 

 Provide support and input to Board sub-committees established to deal with specific activities, events and issues 

 Complete other duties as directed and assign by the BIA Board  

 

Communications & Promotion 

 Promote and foster the business and community environment in the BIA 

 Represent the BIA’s interest within the community at both local and regional levels 

 Manage communications with members and external stakeholders 

 Manage and maintain the website and business listings 



 
 Market the BIA with the intention of attracting and retaining talented workers and entrepreneurs 

 Oversee social media activities to ensure communication consistency and relevance 

 Oversee the design, creation and production of marketing materials 

 Oversee interns and support staff 

 Obtain sponsorship for BIA promotional events and projects 

 Foster and maintain strong relations with media and all stakeholders 

 Preparation of successful grant applications 

 

Special Consideration 

While direct BIA experience would be considered an asset, we would give additional special consideration to candidates 

who possess experience in working with municipal government, government agencies and/or special interest groups 

that have close working relationships with government entities. 

 

Advancement Opportunities 

Upon successful management of this position advancement opportunities can be considered. 

 

Equity, Diversity and Inclusion 

The Leslieville BIA is an equal opportunity employer, dedicated to creating a workplace culture of inclusiveness that 

reflects the diverse residents that we serve. 

 

Please send your resume and cover letter to: 

Marawan El-Afsahani 

Board Member 

Leslieville BIA 

marawan@bobbysugar.com 


