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CONTRACT POSITION 
Event Project Manager 

 

This contract serves the Association’s Cultural Sovereignty Program. The Event Project Manager will 
provide event planning support, task management, deadline tracking, virtual event logistics via the 
Accelevents platform, execution and final reporting for the Associations 12th Annual Repatriation 
Conference: “Tending the Fire – Sustaining the Journey Home”.  
 
This is an hourly contract ranging from $20-30 per hour based on experience. The Event Project 
Manager Contract is a limited term contract through March 2027 and can start immediately. This 
contract position requires comfortability with technical directions, technology and spreadsheets, and 
the contractor should be highly organized and detail oriented. 
 
Scope of Work 

The Contractor shall: 

1. Support and maintain a comprehensive project plan clearly communicating the project timeline. 
2. Coordinate cross-functional team tasks and daily/weekly workflows. 
3. Facilitate regular team meetings and alignment sessions. 
4. Track project progress against established baselines and deadlines. 
5. Build out the virtual event platform, Accelevents, including but not limited to tickets, sponsors, 

agenda, and speakers with approved graphics and content.  
6. Provide support for speakers and panels. 
7. Make recommendations for improvements. 
8. Identify project risks and implement mitigation strategies. 
9. Deliver final project outputs and documentation according to timelines created. 
 
Application Process 

If you are interested in the Event Project Manager position please submit the following documents via 
email to general@Indian-Affairs.org 

1. Resume. 
2. Cover letter (specify which contract, or multiple contracts, you wish to apply for and how you 

have the skills and experience necessary for the work). 
3. No more than a five-page writing sample that demonstrates your writing and communication 

skills. 
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