Friends of Fort Steele Society

YCW in Heritage Organizations – 2010 Application

Guest Services Officer
Job Title and Description:
Title: 



Guest Services Coordinator
Number of Positions: 

 1

Job Length: 


16 weeks, May 17, 2010 through September 3, 2010.

Job Category: 


Fulltime
Reporting: 


Guest Services Manager


Summary:
Working in collaboration with all departments, this placement will assist with coordinating, welcoming, accompanying, and delivering programming and interpretation to individual and touring groups of visitors through their Fort Steele experience.  There will also be opportunities to work with other departments in the planning, coordination, and delivery of special events and programming.  Working with staff and volunteers throughout the organization, this placement provides the lead role in guest experience and the coordination between departments necessary to ensure their visits are as meaningful as possible.  

Duties & Responsibilities: 

· Welcome and accompany our touring groups through the duration of their visit, which will include interpreting the history of the townsite and region, greeting tours, assisting those with special needs, working closely with food services, assisting with the organization and delivery of events, and seeing off groups upon departure.

· Working with personnel from other departments to improve our touring visitor’s experience.

· Assist with the coordination of special events which involves decision making input on external resources, managing event processes, coordinating meetings, preparing, monitoring and distributing event budgets,  organizing staff/volunteers, and working with other departments on the development as necessary.

· Work closely with visitor services to assist visiting tourists with information about our operations, orienting visitors to our site, and providing information about other things to do in our community.

· Dressing in period costume.

· Assist in the delivery of interpretive programming through ‘town tours’ offered to our visitors on a regular schedule daily.

· Working with other departments who assist those with special needs in our touring groups through the transporting of individuals via wagon and/or golf cart, depending on availability.

Qualifications:

Preference to be given to those working toward related post-secondary education (preferably Hospitality and/or Tourism, Marketing, Public or Community Relations). 

Essential Skills: 

Previous experience will be considered an asset. Must have the ability to work well independently on several projects concurrently and possess excellent communication, organizational and creative thinking skills. 

