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Welcome to Totem Resorts

Totem Lodge, Yellowbird Lodge & Wiley Point Lodge
Please read carefully

The rules that have been setup are here to benefit everyone. Common courtesy and common sense are the keys to everyone’s enjoyment. We think that you will find our rules to be just that!

Office:

Office hours vary. The Totem office is open from 5:30 a.m. – 8:30 p.m., the Wiley Point office from 7:00 a.m. to 7:00 p.m., and there is no office available to you at Yellowbird Lodge. You will also be able to pick up any of our forwarded mail at the office. Although we enjoy everyone’s company and visits, please do not loiter in the office as we are very busy and guest are regularly checking in and checking out. Pay phones have been made available as all other phones are for business use only.

Main Lodge & Bars:
Totem Lodge bar is open to employees from 9:00 p.m. to 1 a.m., Wiley Point bar is open to employees until 12:00 a.m. and Yellowbird bar is open to employees until 10:00 p.m. 

At Totem Resorts the facilities are available to guests first! This means the use of pool tables, television viewing and any other entertainment equipment. Staff is not allowed to use the hot tubs or guest cabins at anytime, even when a guest invites you!

Totem Resorts bar regulations are no different here than if you were a patron elsewhere.

These include but are not limited to:

· 1 drink limit at last call

· Use only patron facilities – do not enter staff stations

· No personal calls will be accepted at the bar. Please use payphone

· Employees will be cut off by the bartender for drunken or aggressive behavior.

Allowing the staff to be in the bars at each resort is a privilege. If any employees are abusing the rules or regulations, they will be automatically be banned from all three lodges for the remainder of the season.
Residence:
If you maintain residence at our resorts, remember that your home is the home of others as well. Be kind and courteous to those around you. Arrange schedules for clean-up, or one will be arranged for you. Room checks will be done on a 2 week basis. Living with others outside of your family is a great opportunity to learn independence, responsibility and teamwork. If you plan to have a out of town guest stay with you on an overnight basis, this request must be approved by a manager on duty, failure to notify a manager of this request will result in lost privileges.

A $150.00 damage deposit is held from your pay cheque to cover any possible damages and clean-up of your residence if required. The $150.00 deposit is split between your first two pay cheques.  This damage deposit is fully refundable at the end of the season following our inspection.

Washrooms:

Do not use the Main Lodge or bar facilities at anytime, while on duty. Washrooms for your use are located on site beside the office at Totem, and in your quarters at Wiley.

Laundry Facilities:

Staff may use the staff laundry facilities provided at no charge. Laundry must be done by 10:00 p.m. Ensure that you use your own personal laundry detergent and supplies, which can also be purchased in the office.

Meals:

During your stay at Totem Resorts your meals are provided as long as you are paying room and board, our chefs try to vary the meals throughout the summer. To accommodate everyone’s needs, suggestions are always welcome in a positive manner. Please use the back door to exit and enter the staff area. Staff is responsible to clean up after themselves and please make it a personal commitment to do so. All staff staying on the premises is charged room and board – no exceptions. Serving Times:
Breakfast

5:00 a.m. – 8:00 a.m.
Lunch


12:00 p.m. – 1:00 p.m.

Dinner


5:00 p.m. – 6:30 p.m.
There is no smoking in ANY building on or off site.  “It is now the law”. If you are going to be smoking outside during breaks, please make sure you dispose of cigarette butts in the proper containers, and not on the ground or in the lake. No smoking will be allowed on the back deck of the staff room/main lodge. Please go to the picnic table area. If you see cigarette butts lying around the grounds, please pick them up.

Appearance:

Employees should maintain a neat and tidy appearance at all times. Employees should refrain from swearing and act in a professional manner at all times. There is a uniform for all employees. Employees not meeting the acceptable standards of dress will be sent home and lose that days pay. Totem Resorts policy is to smile and say a friendly hello to all guest, at all times. We have a 30 year standing of having a 5-star rating, and your participation is important to us to keep this achievement.

Tools, Equipment, ATV’s and Golf Carts:

These items are the property of Totem Resorts. Should an employee be caught vandalizing, stealing tools or using equipment without authorization, they will be dismissed & charged immediately. Grounds, Guest Services, Housekeeping & Maintenance are only authorized to use any equipment during working hours only.
Automobiles:

A manager must authorize any vehicle use. A manager will not release keys for vehicles to any staff without consent. A valid driver’s license, driver’s abstract and claims experience letter must be on file at the Totem or Wiley office. There is a $5000.00 deductible to be paid by the employee if there are negligent damages

Personal use of Totem vehicles is strictly prohibited. Vehicle insurance covers authorized employees during company working hours only. Return keys to the Manager immediately after use. Do not pocket keys! There is no smoking in Totem vehicles. Speeding and parking infractions are the employee’s responsibility, and will not be paid by Totem Resorts.

Parking:

Staff is to park in the lot provided. A $50.00 charge will be applied to anyone who is caught parking at the Manager’s Quarters, Totem Office, Main Lodge or Yellowbird Guest Parking. No exceptions will be made!!

Payroll:

Cut off date for staff tabs and for wages is the 15th and 30/31st of the month. Payroll cheques are released on the 3rd and the 18th of each month, depending on your banking institution. We run a computerized payroll system that does not allow for individual payroll cheques to be run. There are no staff advances to first year employees.

Tips Received:

Cash tips from guest are yours to keep. Group tips, however are left in the office and are divided amongst various departments and employees who have helped to ensure a successful trip for our guests! Tips given are for great service and for exceeding someone’s expectations. Do not “expect” tips, as they should be earned, and do not ask for them, or even hint at it. Asking or demanding tips from our guests are not tolerated. Tips left on a guest bill are part of the “Tip Fund” and are paid to employees as a completion bonus as signed on all employee contracts.
Customer Service:

Totem Resorts is a “First Class-Five Star” operation. The service and attitude of all employees are to reflect as such. A positive and friendly manner with willingness to help all guests at all times is what sets us above all other operations.

Reporting:

The employee is to direct all questions and concerns to his/her immediate supervisor. Should the employee have further complaints, that couldn’t be handled by the supervisor, he/she should provide the complaint in writing to Sandra Brown. The Manager will review the complaint with the supervisor and provide solutions.  The owner of the resort, Eric Brown Sr. does not handle Human Resources. PLEASE RESPECT THIS POLICY.

Staff Tabs:

Staff tabs are available to employees. A 10% discount is provided after July 1st for first year employees who start May 1st or earlier. First year employees must be working 8 weeks in order to receive the 10% discount. Staffs tabs will be deducted from the employee’s pay cheque on a semi-monthly basis. Each employee will be required to sign for these charges. Employees should be aware of the amount of their tabs to ensure their net pay is greater than their tab. Should the tab exceed the net pay, the employee will lose their ability to charge until the account has been paid in full.

Staff must sign for their charges in the bar, Should staff forget to sign for their tabs before they leave they can be cut off from charging privileges. Excessive drinking and charging in the bar will not be tolerated. 
No cash advances to first year employees.
Scheduled Work Days:

The employee will receive a schedule for their workdays. Schedules are drawn up by your supervisor and in most cases schedules are posted for 1 – 2 week time frame. Due to the nature of this business, shifts could change to reflect busy / slow periods.

Overtime is paid in lieu of time off. It must be signed by a supervisor and taken off within the following pay period.

Dismissal:

Theft or vandalizing of any property of Totem Resorts is grounds for immediate dismissal. If you know of someone who is stealing, or vandalizing Totem Resorts property please report him/her. Job performance, habits and attitude will be monitored by the department supervisors. Some examples of immediate dismissal, but not limited too are drug use and or possession, drug trafficking, extreme intoxication, fighting, theft, unauthorized use of vehicles, and any conduct detrimental to the well being of Totem Resorts. 

Drugs:

In order to make this a safe environment for all, Totem Lodge, Yellowbird Lodge and Wiley Point Lodge in co-operation with the police will conduct regular searches to make sure no drugs are used on Totem Resorts property. This includes Hidden Valley. We do NOT condone the use of drugs and will not be held responsible for employee’s unlawful acts. 

Safety:

Safety is a very important part of your job at Totem Resorts. Staff will receive training for specific safety factors within his/her department. Employees must conduct themselves and make others comply in a safe and proper way to ensure a healthy, safe workplace for yourself, your fellow workers, our guest and the environment. Before starting any assigned jobs make sure you understand and follow all safety rules. This is your responsibility. 
“UNDERSTAND SAFETY – PRACTICE SAFETY”
JOB DESCRIPTION

TITLE:  COOK
OBJECTIVE: 

The main functions of the Cook is to properly and efficiently prepare and cook a wide variety of foods under direct supervision of the Head Chef.

Duties and Responsibilities:

The duties listed represent most of the functions of the cook, however, are not limited to the following:

· Prepare and cook complete meals or individual dishes and foods

· Prepare and cook special meals for guests as instructed by the Head Chef

· Work within planned forecast in regards to food portions, food requirements and costs, and minimize waste and spoilage

· Assist Head Chef with menu planning and special events

· Ensure that all areas of the kitchen are clean and sanitized according to Health regulations

· Always ensure proper handling of food 

· Maintain proper time lines when preparing meals for service

· Assist Head Chef with inventory and control procedures
Qualifications:

The position of the Cook is to prepare and cook a wide variety of foods under the direct supervision of the Head Chef.  The candidate must be willing to relocate, must have a previous cooking experience, and must possess knowledge of Health Regulations in regards to Food Service.  A Food Safe Level 1 Certificate would be an asset.  The applicant must be available for work from May 16th until September 30th, 2012

TITLE:  DISHWASHER
OBJECTIVE:


The main function of the Dishwasher is to wash, rinse and sanitize all dishes, flatware, glassware, pots and pans, and to ensure the proper storage of all cleaned items.

DUTIES AND RESPONSIBILITIES:

The duties of the Dishwasher include but are not limited to the following:
· Wash work tables, cupboards and appliances  

· Clean and maintain staff lunch room, including all tables and floors

· Remove all kitchen and dining room trash and clean garbage containers

· Unpack and store kitchen and dining room supplies in designated areas or as directed by the Chef

· Wash, rinse and sanitize all dishes, flatware, glassware, pots and pans

· Store all cleaned items in designated areas

· Assist dining room staff with laundry 

Qualifications:
The candidate must be willing to relocate.  Previous experience an asset. The applicant must be available for work from May 16th until September 30th, 2012.


TITLE: DOCK HAND
OBJECTIVE: 

The main function of the Dock Hand is to prepare and maintain Totem Resort’s Boats and entire Marina area.

DUTIES AND RESPONSIBILITIES:

The duties of the Dock Hand include but are not limited to the following:
· Refuel all boats daily to ensure gas tanks are always full and maintain accurate records of all fuel consumption

· Ensure that dock area and boathouse are always clean and organized

· Ensure that the fish cleaning area is correctly cleaned and sanitized after every use

· Always handle live bait properly and with care

· Always be certain that every boat has the appropriate amount of live bait before leaving the dock

· Be certain that all live bait brought back to the dock is returned properly and safely to the appropriate tank

· Always ensure the safe and proper handling of the dry ice

· Assist with shore-lunches and shore-lunch room deliveries

· Ensure that the “Shore-lunch Run” boat is clean, full of gas, coolers are packed properly and placed in the boat and that all supplies are ready before 11:00 a.m.

· Assist with “Wiley Runs” to transport guests and supplies

· Assist “off lake” customers with Marina purchases and ensure proper payment

· Assist with equipment rental and record rental data

· Generate public awareness of fish and wildlife conservation and regulations

· Provide assistance to the Guides and guest with the loading and unloading of boats as required

· Prepare and maintain accurate records of all guest beverage orders 

Qualifications:

The candidate must be willing to relocate, must be comfortable around boats and large bodies of water.  Previous experience in the Hospitality & Tourism Industry an asset.  Possession of a “Pleasure Craft Operator Card” an asset.   The applicant must be available for work from May 16th until September 30th, 2012.


TITLE:  FRONT DESK PERSONNEL
OBJECTIVE:


The main function of the Front Desk Personnel is to assist guests with checking in and out, provide assistance with retail purchases and maintain accurate guest and staff charge accounts.

DUTIES AND RESPONSIBILITIES:

The duties of the Front Desk Personnel include but are not limited to the following:
· Greeting and checking in Guests upon arrival 

· Assist guests with completing all paperwork and fishing license documentation

· Answering the main switchboard in a polite and professional manner, transferring calls,  and taking accurate messages

· Assist guests with retail purchases

· Ensure store and front office are clean, and fully stocked at all times

· Maintain accurate guest and staff charge accounts

· Perform monthly inventory counts

· Assist with bi-monthly remittance of fishing licenses

· Assist with guest check outs by recording, reviewing and summarizing guest bills

· Assist with preparation of store orders

· Respond to incoming and outgoing marine radio communications

· General office duties as required

Qualifications:
The candidate must be willing to relocate, and must have superior verbal and written communication skills.  Previous customer service and cash-handling experience an asset. The applicant must be able to work from May 16th until September 30th, 2012.


TITLE: GROUNDS KEEPER
OBJECTIVE: 

The main function of the Grounds Keeper is to preserve and maintain all aspects of Totem Resort’s property using various equipment.

DUTIES AND RESPONSIBILITIES:

The duties of Grounds Keeper include but are not limited to the following:
· Ensure that all grass is cut, raked, watered and maintained 

· Ensure that all overgrown trees and bushes are pruned 

· Operate power mowers, weed eaters, chain saws and 4-wheel vehicles

· Plant flowers and grass as needed

· Ensure that all beaches are raked or dragged daily

· Empty all trash cans and other waste containers daily

· Ensure that all outside ashtrays are emptied and cleaned daily

· Perform routine maintenance jobs and repairs such as painting

· Wash exteriors of cabins and common buildings

· Ensure that all decks around main lodge and cabins are clean and organized daily

· Ensure that all property is clean and free of any garbage or debris

· Ensure that all fire boxes (beside cabins) are full

· Perform routine inspections of outdoor lighting systems to ensure light bulbs are working and not burnt out

·  Assist with group shore lunches

Qualifications:

The candidate must be willing to relocate, and must be physically capable of using various motorized and manual lawn equipment.  The applicant must be available from May 16th until September 30th, 2012.

TITLE: HOUSEKEEPER
OBJECTIVE: 

The main function of the Housekeeper is to properly and efficiently clean and prepare all guest rooms and cabins using various cleaning agents and equipment.

Duties and Responsibilities:

The duties of the Housekeeper include but are not limited to the following:
· Sweep, mop, wash, wax and polish floors

· Dust furniture and vacuum carpeting, draperies, area rugs and upholstery

· Wash all windows, inside and out 

· Make beds, change sheets, distribute clean towels and toiletries

· Clean coffee makers and replenish supplies

· Clean and disinfect kitchen and bathrooms

· Wash, dry and put away dishes in rooms and cabins

· Wash, dry, fold and store linens and towels on a daily basis

· Pick up any debris and empty all trash containers inside rooms, cabins and on deck areas

· Ensure proper storage and maintenance of all cleaning supplies and equipment

Qualifications:

The candidate must be willing to relocate, and previous e experience is an asset.  The applicant must be available from May 16th until September 30th, 2012.

TITLE: 
MAINTENANCE WORKER
OBJECTIVE: 

The main function of the Maintenance Worker is to carry out maintenance and repairs on the Resort’s buildings, systems and equipment.

Duties and Responsibilities:

The duties of the Maintenance Worker include but are not limited to the following:
· Plan and organize daily requirements for maintenance and repairs 

· Ensure all tools and equipment are in good working condition, organized and secured from theft

· Work with the Housekeeping Supervisor and the General Manager to ensure that all buildings are in good condition and perform repairs accordingly

· Maintain accurate log of repairs completed, and provide status updates to the General Manager

· Perform regular scheduled maintenance on all major systems, including but not limited to: sewage and septic systems, water purification systems, drainage systems, electrical systems and generators (Wiley Point)

· Respond to calls from various departments 

Qualifications:

The candidate must be willing to relocate, must have a previous experience in a maintenance role. The candidate must have a basic understanding electrical systems, plumbing and carpentry.  The candidate must have good organizational and time-management skills.  The candidate must be available from May 16th until September 30th, 2012.

TITLE:  FOOD AND BEVERAGE SERVER
OBJECTIVE:


The main function of the Food and Beverage Server is to provide the guests with personable, knowledgeable and efficient service of all food and beverage items.

DUTIES AND RESPONSIBILITIES:

The duties of the Food and Beverage Server include but are not limited to the following:
· Greet patrons, present menus, inform of any specials, make recommendations and answer questions regarding food and beverage items

· Take food and beverage orders and relay to kitchen and bar staff in a timely fashion

· Up-sell wine and beverage items to compliment food selections

· Serve all food and beverage orders efficiently using proper fine-dining techniques

· Ensure guest satisfaction and report any problems or concerns to Dining Room Supervisor and/or Chef

· Maintain accurate guest charge accounts

· Present bills and process cash, credit or debit payments for “walk-in” patrons

· Ensure that the dining room area is properly set, cleared and re-set throughout the entire shift

· Ensure the dining room, bar, and mail lodge are always clean and tidy

Qualifications:
The candidate must be willing to relocate, and have previous serving experience.  Experience with fine dining an asset.  Must be a minimum of 18 years of age.  Possession of Smart Serve or equivalent certification an asset.  The applicant must be available from May 16th until September 30th, 2012.

