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Job Description

Position Title:


Visitor Information Counsellor
Supervisor Title:

Manager, Visitor Services
Wage:



$12-14 per hour

Number of Positions Available:
2
SUMMARY

The role of a Visitor Information Counsellor is to maximize the economic benefits of tourism by promoting tourism products and services and generating increased tourism revenue in the community.  Under the general direction and supervision of the Visitor Services Manager you will be responsible for effective delivery of travel information to visitors that use the Visitor Information Centre services.  
OBJECTIVES
To provide training and employment for a student in the field of Tourism, business, graphic design or other related fields. To oversee and coordinate the fulfillment (brochures) requests that the Visitor Information Centre (VIC) receive by individuals and bulk requests.  Additionally this position will assist in the development and design of new brochures and local information sources showcasing local accommodations, restaurant guides, community events, a tourism services guide and areas of interest. 

To provide training and employment for a student in the field of tourism, business, graphic design or other related fields.  To work together with community groups to assist in planning and promoting Dawson Creeks summer events.

DUTIES AND RESPONSIBILITIES
Visitor Information Counsellor
Welcome the Visitor

· Behave and dress in a professional manner

· Greet all visitors to the Visitor Info Centre in a friendly and professional manner

· Answer phone calls on the first ring if possible

· Keep Visitor Info Centre grounds tidy; keep interior clean, tidy, and organized
Determine & Service Visitor Needs / Provide Complete and Accurate Information:

· Answer visitor enquiries by mail, phone, e-mail and in person

· Review publications and news sources for upcoming events and news of interest to visitors

· Research community information of interest to visitors

· Update files and reference materials

· Maintain and update web base materials

· Keep brochure racks well-stocked and organized
· Monitor brochure stocks and advise supervisor when reordering is necessary

· Post current information of interest to visitors such as Tourist Alerts, road, ski and weather reports

Promote Additional Activities:

· Promote local tourism products, services and events

· Plan travel itineraries in response to visitor enquiries

· Encourage longer stays in the community, region and province

· Encourage return visits

· Review Information and Close the Sale:

· Book accommodations and tours

· Sell retail product (including BC Road Map & Park Guides), tickets to attractions, tours, theatre, etc.

· Ensure visitor understanding of information provided

Record Data:
· Using official Tourism BC forms, accurately record data related to each visitor party enquiry
Fulfillment

· Coordinate the mail out of information requests that are received at the VIC on a daily basis

· Input requests into a database and conduct a statistical review of the information on a monthly basis

· Coordinate the bulk request of Dawson Creek travel information that is sent across North America 

· Manage on an on going basis, the re-supply of bulk request for travel information throughout the summer

· Input requests into a database and conduct a statistical review of the information at the end of the season

Development and updating of brochures and information sources

· To develop and update brochures for the area

· Gathering information from local groups and businesses

· Graphics and photography to be implemented in designs 

· Preparing brochures 

· Updating of local information sources to i.e. Local Area Reference Manuals

· Maintaining brochure binder and inventory of materials received 
Events and Projects
· To coordinate and implement and deliver events and other tourism relating programming
· Working with local community groups and their local events to reach a wider audience
· Develop relationships with community groups and event organizers

· Assist in the promotion of the community to visitors

· Assist in the development and implementation of a strategy to increase awareness within the community of Tourism Dawson Creeks programs offered

· Assist in the coordination of special events (such as July 1st and 4th ) at the Visitor Info Centre

· Assist in the development of a roaming ambassador program
In addition, the Visitor Information Counsellor will be assigned other duties as required or assigned
Visitor Centre Staff may also be asked to take on the role of overseeing the Alaska Highway House attraction and becoming involved in the areas of tourism development and marketing initiatives.

Please Send Resumes to:

Tourism Dawson Creek

Attn:  Dustin Bodnaryk, Tourism Development Coordinator

10201 10th Street, Dawson Creek, BC V1G3T5

Email: dustin@tourismdawsoncreek.com
