La Casa Cottage Resort

 Job Description: Resort Activities Coordinator
Department:          
Activities

 

Reporting to:

Director of Operations

  

Duties and Responsibilities:

The Activity Coordinator will be responsible for the following:

· Develop a set of activities, events, and excursions for guests that include:

· Hiking in the outback

· Kids camp

· Lake/water activities

· Volleyball

· Tennis

· Mini-golf

· Market, promote, and sell resort activities, events, and excursions

· Create and distributing advertisements and announcements for all activities, events and excursions

· Book guests/owners into activities/excursions

· Provide Guest Service support

· Act as a host, guide and leader in activities, events, and excursions

· Ensure high quality customer service, and compliance with LaCasa Resort’s safety and service standards

· Brief guests on daily excursions/activities 

· Meet returning excursion to ensure that the guests expectations have been exceeded

· Coordinate with Guest Services and other departments on special events and programs

· Coordinate and host La Casa Cottage Resort’s activities, events, and excursions
· Scheduling of daily activities

· Write up of daily hand out sheet and weekly activities schedule outlining the following days and weekly activities 

· Manage the logistics for all activities- organizing all equipment required for daily excursions/activities, organizing special needs and miscellaneous guest requests, guiding and hosting daily excursions, etc. 
· Ensure waivers are signed by all guests prior to departure on any excursion or participation in any activities

· Ensure that guests are provided with equipment required and organizing miscellaneous or specialty guest items/requests

· Ensure the effective cleaning, maintenance and inventory control of activity department equipment and center

· Emailing advance guest bookings to advise and sell excursions/activities

· Monitoring all stock levels and reporting to Director of Operations any deficiencies

· Perform other related duties as required

· Coordinate the activities of additional La Casa staff during their involvement in Resort activities, events, and excursions

· Orient employees in Activities department

· Provide training to employees in activity department tasks

· Coach employees involved in activity department tasks

Position Requirements:

· Excellent communication skills

· Experience in a resort activities position

· Excellent customer service skills

· Excellent people skills

· Ability to communicate both orally and written

· High level of organizational skills for multi tasking

· Ability to work with children

· Willingness to work overtime and on call to respond to emergencies after hours and weekends
· Preferably a current OFA Level Two first aid certification
If you would like to join our team please e-mail: jball@lacasacottageresort.com
