Position Title: Resort Reservationist

Reports To: Reservations Manager

Job Classification: Hourly

Job Description: Responsible for selling the Resort at Paws Up and converting inquiries
into bookings creating personalized guest experiences. The reservationist will
communicate with guests on all facets of the resort via phone, mail and email. Follow
all appropriate policies and procedures while constantly striving to improve all
standards of operations. Ensure all guest experiences are supreme.

The Essential Job Functions of this position are:

Maintain high level of customer service with guest and employees.

Continuously serve as a positive role model by behaving in a professional manner and by
adhering to all policies and procedure.

Respond to guest inquiries and other correspondence in a timely manner.

Answer phones in a timely and courteous manner.

Ensure communication of guest issues, needs, concerns with all other departments.
Complete daily check lists.

Effectively communicate with guests and resolve any complaints promptly

Compile data and reports as needed.

Maintain stock of supplies as needed for operations.

Additional Responsibilities:

Work in a safe and responsible manner at all times.

Display understanding of Resort appearance standards.

Maintain regular, predictable attendance as scheduled.

Attend all mandatory meetings.

Complete other duties as assigned by supervisor to include cross training.

Educational Requirements: Educational Requirements: Bachelor’s degree preferred or
equivalent time in work experience within field.




Licensure/Permits Required: n/a

Required Skills: Extremely proficient computer knowledge, Typing 45 wpm or greater, Sales
Skills, Extremely clear and professional phone etiquette

Knowledge of Computer Hardware or Software: Microsoft Outlook, Word, Excel, Able to manage

POS software.

Previous Experience Required: 2 years of inside/outside sales or customer service experience.

Required Equipment: n/a

Working Conditions: office environment

Physical Activities: n/a

Activities:  (0-10%)

(11%- 24%)

(25%-59%)

(60%-100%)

Standing

Sitting

Walking

Lifting /Carrying

Pushing/Pulling

Bending

Vehicle Operation

Stairs

Stooping/kneeling

Crouching

Speaking

Hearing

Maximum Weight

Carried: 50lb

Average Weight

Carried: 20lb

Sustained Visual

Concentration:

Sustained Mental

Concentration:

Repetitive Motion:

Employee Name:

Employee Signature:

Date:
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