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Job Description:  Manager Visitor Services

Employer:  Tourism Dawson Creek

Title:  Manager, Visitor Services

Reports To: Tourism Development Coordinator

Supervises:  Visitor Centre Staff, volunteers, and interns

Summary:
A supervisory position managing the daily operations and staff of the Dawson Creek Visitor Center. The successful candidate will take the lead role in hiring, training and supervision of staff and volunteers; retail gift shop operations, organization and distribution of print marketing materials, planning of special educational, social and cultural events; and will facilitate the needs of all visitors. Superior customer service skills, managerial experience and computer skills would be an asset to this position

Qualifications:
· Strong leadership, communication and computer skills required

· Detail oriented with excellent organizational skills

· Strong written, verbal and interpersonal skills

· Strong work ethic

· Creative and proactive problem solver

· Ability to travel as required

· Ability to effectively work in a team environment

· Passionate about customer service and travel 
· Knowledge of Public Relations

· Knowledge of website maintenance, and use of new technology

· General knowledge and understanding of marketing and use of new social marketing tools; blogs, facebook, twitter, etc.
· Demonstrated proficiency in Microsoft Office applications and word processing, spreadsheets, databases.

· Have successfully managed and created budgets

· Must have valid Canadian drivers license

· An understanding of the tourism and travel industry in British Columbia including Visitor Services, World Host, marketing and development

· Specific training or education in tourism, travel, marketing, visitor services is a definite asset.
Qualified candidates should forward a complete resume to the undersigned prior to: 

5:00 p.m. Friday, May 20th, 2011.

Dustin Bodnaryk

Tourism Dawson Creek

10201-10th Street, Dawson Creek, B.C V1G 3T5

FAX: (250) 782-2371

EMAIL: dustin@tourismdawsoncreek.com

We wish to thank all applicants for their interest; however, only those selected for interviews will be contacted.

