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Professional Practicum Program

Position description for Vancouver, BC, Canada

POSITION: 

Tour & Travel Reservations / Reseller Relations / Raft Base Assistant
REPORTS TO:

Tour, Travel & Office Coordinator: Lani Barnaba
Company Overview

Canadian Outback Adventures & Events sprung to life in 1992 in order to provide activities for both individuals and groups. We've now emerged as one of the premiere corporate team building companies and adventure tourism outfitters in North America.

Since our inception our stable of corporate team building events and outdoor adventures has grown immensely in order to accommodate groups of all shapes and sizes. We are unique in that we own and operate over 98% of the adventures and events we have available for sale. This allows us to continue to provide extraordinary experiences and value to our customers.

Canadian Outback Adventures & Events empowers people, through shared experiences of learning, discovery and laughter, to stretch boundaries, challenge assumptions and think differently. We believe that everyone has the ability to feel wonder, about the world around them and in the things they are able to accomplish. This extends from those who participate in our events and adventures, our clients, suppliers and our employees, all the way to the hundreds of incredible charities we have the pleasure of supporting. This year, Live Stories Worth Telling with Canadian Outback Adventures & Events.

We offer adventure and teambuilding programs twelve months a year.  Winter programs include ski packages, eagle viewing, snowmobiling, dogsledding, snowshoeing, heli ski, cat skiing, Amazing Chase, Crime Investigators and Survivor events.  We also construct custom events for clients ranging from brand new concepts and locations to an endless combination of programming options.  Summer programs include rafting, Amazing Chase, Crime Investigators, Party in the Park events, along with a variety of adventures including mountain biking, kayaking, hiking, ziptrek, bungee, atv tours, horse riding, glacier hikes, whale watching, rock climbing and many more.
The demands of our market have changed over the years and we’ve adapted our business to accommodate them.  We now resell adventure tours in Vancouver, Whistler, Squamish, Victoria, Tofino, Banff, Golden and Jasper with plans to expand to all areas of Canada in the near future.
Our customers are our priority.  Their satisfaction means that we’ll be able to continue as a business and provide more work to staff.  Only through our “extraordinary attention to detail” can Canadian Outback hope to provide Stories Worth Telling to our customers and our staff.  By consistently exceeding the expectations of our customers in service and value, we will achieve all of our goals.  Our excellent staff helps us to continue to grow as British Columbia’s premier adventure operator and allows us to explore new and exciting possibilities as a facilitator of rich and lasting memories.

Practicum Philosophy
Our goal is to provide you with a realistic view of operating a business in this exciting and growing industry.  We believe in fully incorporating our practicum students into all aspects of Adventure Reservations and Reception Duties.  You will be required to utilize your existing skills and knowledge to its fullest while acquiring new and exciting skills and experience.  This practicum will be a full workload for the student, including varied work hours and potential travel to our rafting base in Squamish on weekends. Specific skill areas for you to develop are; team management, time management, sales, communication, accounting, marketing, customer service, administration and problem solving. The ideal student will be hard working, proactive and possess the ability to think fast and effectively in times of need. 
Responsibilities and Opportunities
During your practicum you will play an important role in the following areas:

· Selling Canadian Outback Adventures & Events rafting trips & other reseller adventure products to prospective clients who contact COA via phone and email

· Responding to client questions and inquiries via phone and email

· Administering rafting and other adventure bookings, confirm suppliers and send clients pre-departure information

· Processing payments and generating invoices and receipts using Quick Books Accounting System Software 

· Editing office and adventure documents using MS Word, Publisher and Excel

· Assisting Operations with the preparation and implementation of rafting trips at the raft base when needed

· Acting as a representative of Canadian Outback Adventures & Events by fostering a high level of standard and professionalism in every aspect of job function and task

· Understanding and role modeling company policy and standards 
· Completing additional duties as required
Work Schedule: 5 days per week 40 hours – Flexible with days and times

Example:

· Monday 9am-5pm

· Tuesday 9am-5pm

· Wednesday 9am-5pm

· Thursday 9am-5pm

· Friday 9am -5pm

· Saturday if needed at the base (advance notice will be given)

· Sunday if needed at the base (advance notice will be given)

Term: 2-3 months / 8-12 weeks minimum – Flexible with start and finish dates
Preferred dates: 

· Monday June 7th – August 30, 2010 – 3 months

· Monday June 28th – August 23rd – 2 months
Required skills:

· Confident and clear English speaking telephone communication

· Ability to multi task

· Ability to work unsupervised on projects

· Computer skills with some knowledge of MS Word and Excel

· Drivers license preferred

· Flexibility to work on weekends if required

· Ability to work in a fast paced environment 

· Mature and reliable

Work Schedule, Location and Benefits

You should expect to work up to 40 hours per week during peak season (May to October).  Generally, working hours will be 9am to 5pm Monday to Friday. Some weekends may be required. You will be based at our Head Office in North Vancouver, BC.  There are numerous accommodation options in the area, the most popular being rental suites or shared accommodation.  Our North Vancouver office is situated on a major bus route, along with easy access to the Sea Bus, and is easily accessible from most regions.

We believe in working hard and playing hard.  You will have access to various social functions held within the company throughout the year.  You will also be eligible for free or discounted adventures including; whitewater rafting, ziptrek, atv tours, bungee and more.
Canadian Outback Adventures & Events believes in providing a comfortable social atmosphere for all employees and students to flourish in.  
Interviews and Additional Information

Please submit applications via email in Word or PDF format to the below listed address.  Please include a resume and cover letter explaining why you are interested in becoming part of the Canadian Outback team.

We look forward to hearing from you.
Lani Barnaba

Adventure Reservations & Reception

 

Canadian Outback Adventures & Events
Live Stories Worth Telling.

 

Toll-free 1-800-565-8735

604 924 4500 Ext 3101

reservations@canadianoutback.com
www.canadianoutback.com
