Title: Guest Services Representative, Department: Guest Services 

Job Purpose:

Your primary objective is to provide a consistently high level of customer service by focusing on each customer’s individual needs, proactively anticipating areas of concern and facilitating the smooth coordination of daily operations through communication amongst all connecting groups of the organization.  Delivering customer service in such a way that positively affects the customer’s perception of the experience is key.
Key Responsibilities and Accountabilities:

1. Greet customers and handle all inquiries (phone, in-person, email) promptly and enthusiastically in a pleasant, gracious, professional manner.
2. Make efficient and accurate tour bookings with proficiency in the reservations software and consideration of tour timing and available staff.

3. Have a thorough knowledge of all aspects of the job, company policies, procedures and operations

4. Take ownership of customer requirements and address areas of concern before they become a problem.
5. Support fellow staff members, putting team objectives above personal objectives. 
6. Liaise with customers, leads, sales & marketing and management, making sure all inquiries are routed to the appropriate person/ people.
7. Maintain all tracking sheets, databases and filing system, updating information as it becomes available.
8. Establish and maintain effective working relationships with co-workers, supervisors, the client base and tour operators.

9. Manage general office administration and maintain and control the business area (equipment, supplies, mail, float, cleanliness, etc).
10. Ensure that all required customer documentation is filled out accurately and in its entirety and is handled appropriately in the filing system.
Key Qualities:
1. Thrive in a fast-paced, productive and dynamic environment 
2. Enjoy working on projects that involve attention to many details and require accuracy
3. Good organizational and time-management skills
4. Excellent spelling and vocabulary, as well as good writing ability appropriate to the environment
5. Enjoy working within a team environment but also a self-starter who can work with minimum supervision 
6. Reliable and consistent in producing quality, accurate work
7. Prepared to take the job seriously, but also like having fun at work
8. Keen to continue learning and pursue personal growth
9. Second language (Spanish, French, Japanese, German) is an asset
Schedule and Wage:

Training periods: Start Mid of May 2010 – June 14, 2010 (The course will start every 2 weeks)

Training course: Training is 4 days a week for 1 week. Training hours will be 9-10 hrs per day

Training paid: CAD $9.00 per hour

Work paid: CAD $11.00 per hour

Title: Guide Level I, Department: Guide Operations 

Job Purpose:

Your primary objective is to provide a consistently exceptional tour experience by focusing on each customer’s individual needs within the context of the tour group and company.  You will facilitate outstanding, dynamic, educational and fun tours with a detail oriented focus.  You will deliver an interesting and factual tour based on the ecology curriculum.  Safety will be your number one priority.

Qualifications:

1. Excellent interpersonal / communication skills

2. Ability to work with little or no supervision

3. Physically active with the ability to lift 60 lbs

4. 16 hr current First Aid (Certificate received at home country or you can register for the course which is held in Whistler. You must supply proof you have registered for this course upon arriving Whistler)

Course Information: www.whistlerguides.com/courses/first-aid-courses  (Standard First Aid – 16 hrs)

Key Responsibilities and Accountabilities:

1. Greet customers/groups promptly and enthusiastically in a pleasant, professional manner.  

2. Uphold highest level of customer service and ensure a terrific guest experience.

3. Conduct safe and confidence inspiring tours, allowing guests to focus on their personal enjoyment of the immediate situation and surroundings.

4. Present ecological material in an interesting and factual manner appropriate for the group.

5. Manage the tour efficiently within the allotted time frame.

6. Adhere to company policy, procedures and technical training protocols at all times.

7. Be mutually responsible for a fun, positive workplace on a day-to-day basis.

8. Take ownership of customer needs and address areas of concern before they become a problem.

9. Support staff members, team objectives above personal objectives and creating a working environment in which employees feel supported.

10. Establish and maintain effective working relationships with co-workers, supervisors, and the client base. 

Key Qualities:

5. Demonstrate sound judgment and decision making skills appropriate to the environment

6. Thrive in a fast-paced, productive environment where change is a constant

7. Good organizational and time-management skills

8. Enjoy working within a team environment 

9. A self-starter who can work with a minimum of supervision 

10. Reliable and consistent in facilitating high quality tours

11. Prepared to take the job seriously while promoting a fun work atmosphere

12. Effective communication skills and attention to detail

13. Keen to continue learning and pursue personal growth
14. Second language (Spanish, French, Japanese, German) is an asset
Schedule and Wage:

Training periods: Start April 26, 2010 – June 14, 2010 (The course will start every 2 weeks)

Training course: Training is 4 days a week for 2 weeks. Training hours will be 9-10 hrs per day

Training paid: CAD $9.00 per hour

Work paid: CAD $11.00 per hour

Title: Action Photographer, Department: Photography
Job Purpose:

Your primary objective is to take action photographs of Ziptrek guests while on course. You will edit photographs using Photoshop and prepare according to customers preferences. The highest level of customer service is required while you take photographs on course, answer customer inquiries, and sell pictures at the guest services desk. Delivering customer service in such a way that positively affects the customer’s perception of the experience is essential. You will work with in-house camera equipments.

Key Responsibilities and Accountabilities:

11. Photographs each Ziptrek customer on course. 

12. Plans the composition of the photograph, analyzes subject material, lighting and angle 

13. Greet customers on course, at guest services/ photography desk and handle all inquiries promptly and enthusiastically in a pleasant, gracious, professional manner
14. Edits photographs using computers and imaging software. 

15. Prepares photographic materials including prints and CDs
16. Responds to emails sent to the photography department on a daily basis
17. Maintains and provides appropriate care for all equipment, immediately informs Operations Manager of deficiencies

18. Has a constant awareness of supply levels at the desk, is proactive in ordering supplies

19. Maintains all tracking sheets, databases, inventories and filing system, updating information as it becomes available
20. Keeps work area clean and professional 

21. Able to handle average-weight objects (up to 25 pounds), standing and walking for more than four hours per day 

22. Assists with projects during ‘down time’ (e.g. snow removal in winter, trail maintenance in summer)

23. Responsible for the training of new photographers on course and at guest services/photography desk

24. Has a thorough knowledge of all aspects of the job, company policies, procedures and operations

25. Supports fellow staff members, putting team objectives above personal objectives
26. Any other duties as assigned

Key Qualities:

10. Thrive in a fast-paced, productive and dynamic environment 
11. Good organizational and time-management skills
12. Enjoy working within a team environment but also a self-starter who can work with minimum supervision 
13. Acts as a positive role model for other staff members
14. Reliable and consistent in producing quality, accurate work
15. Must have hands-on knowledge of computer editing software

16. Knowledge of photographic materials, techniques, and media

17. Ability to operate and maintain professional photographic equipment 

18. Ability to communicate technical information to non-technical personnel 
19. Demonstrates outstanding customer service
20. Second language (Spanish, French, Japanese, German) is an asset
21. Submitting your photo works is optional but will be an asset
Schedule and Wage:

Training periods: Start Mid of May 2010 – June 14, 2010 (The course will start every 1 day)

Training course: Training is 1 day. Training hours will be 9-10 hrs per day

Training paid: CAD $9.00 per hour
Work paid: CAD $11.00 per hour

FOR ALL POSITIONS
Work Period: June 14, 2010 – Sept 7, 2010 (may vary depending on business level and weather)
Work days: 4 days per week with rotating on-call 1 day every 5 weeks (may vary depending on business level and weather)
Work hours: 9 – 10 hours per day (At the beginning of the season your hours will be part-time, once the business level goes up, you will be assigned to full-time hours)
Housing: You can apply for staff housing (Whistler Blackcomb Staff housing) through your employer once you are hired. The rate is approximately CAD $375 per month. 

