
GUEST SERVICES COORDINATOR - Alaska 

Birchwood Camp is a 160 acres, year round camp located near Anchorage, Alaska. Nearly 6,000 

guests attend Birchwood each year. Birchwood is home to numerous summer groups ranging 

from Birchwood Summer Camp, retreat groups, to college-youth camps and camps for those 

with special needs. Our attentive and supportive camp staff is available to provide a truly unique 

and enriched camp experience! Birchwood Camp’s mission is to build community on common 

ground.  Birchwood seeks a part-time, year-round Guest Services Coordinator to support our 

growing camp through guest reservations and services coordination for Birchwood’s year-round 

operational setting, serving a broad and diverse population. The ideal candidate will hold a 

Bachelors degree in Recreation Administration, Business or a related field, and prior experience 

in a camp setting.  The candidate must be comfortable in an outdoor setting and familiar with 

outdoor recreation, team building facilitation, and natural sciences. The candidate will assist with 

marketing and public awareness; guest scheduling; serve as guest liaison with the camp 

administration; assist with special programs and events’ and “host” guests, as needed.  The 

candidate will report to and assist the Director in the development and delivery of guest services. 

The candidate will be responsible for assisting with year-round weekend retreats / groups, 

operation of summer camp sessions, including working a varied schedule  with weekday, 

weekend, evening, and overnight/on-call work required. Salary DOE with base of $13/hour. 

Estimated start date of September 15, 2016. Email cover letter and resume 

to director@birchwoodcamp.org. Alcohol, drug, and tobacco free workplace. EOE. (ACA 

Accredited) 

The Guest Services Coordinator should have a desire to serve in cooperation with our Camp 

Philosophy & our mission statement. We use these statements to direct our planning, our 

programming, and our attitudes towards the campers & guests. 

 

Camp Philosophy  

Birchwood Camp exists to provide every camper with an experience of Christian love through 

belonging to an accepting, caring community which recognizes its dependence on God. The 

camp is an equipping ground, an experiment in Christian living. Here we practice the 

relationships which our faith encourages, such as communication, responsibility, caring, problem 

solving, and learning. The camping experience is a time of growth in cooperation rather than 

competition with others. 

 

We encourage the use of different forms of worship and the utilization of the beautiful outdoor 

setting to increase our awareness of God as revealed through our Creator’s natural world, 

through Jesus Christ, and through other campers. Persons are given the opportunity to find life 

direction and to grow toward their fullest Christian potential. 

 

 

 

mailto:director@birchwoodcamp.org


Mission Statement 

Birchwood Camp’s mission is to build community on common ground.  We strive to offer 

hospitality to all, and we open our doors to groups both religious and secular.  Guests are invited 

to retreat to a place of tranquility, a place apart from the everyday world to experience renewal 

and inspiration. 

Job Position Summary 

The Guest Services Coordinator will be responsible for furthering the mission of the camp 

through the planning, scheduling and coordinating of guest groups, guest activities and events. 

The Guest Services Coordinator provides guest groups with individual attention and 

communicates activities that are safe, fun, and appropriate for the guest groups age range and 

abilities. In addition, assists in the development and delivery of the overall camp operation. 

Education, Experience and Other Qualifications: 

  

 High school diploma or equivalent required 

 Bachelor’s Degree in Recreation Administration, Business or equivalent, preferred. 

 Experience in related hospitality setting preferred. 

 Must be willing, able and available to work irregular hours during a 20 hour work week, 

including  weekday, weekend, evening, and overnight/on-call work, as necessary. 

 Ability to communicate in a friendly, enthusiastic, and self-controlled manner with 

diverse group of users, including youth and parents. 

 Ability to work well on a team and with a wide variety of guest groups 

 Ability to remain composed under pressure. 

 Flexibility and ability to learn 

 Demonstrated initiative, problem-solving and creativity in coordinating complex 

logistics 

 Ability to interface with users, and extend hospitality, while setting boundaries for user 

groups based on policies and agreements, and maintain deadlines 

 Certification in CPR/AED-Professional Rescuer, First Aid and Oxygen Administration, 

required.  Preferred candidates will have current certifications, however training is 

available. 

 Proficient in computer software programs, including Microsoft Office (Word, Excel, 

Publisher, etc.), Adobe Acrobat, Quick Books, Google (email, calendar, drive, etc.) and 

other programs  

 Organized and detail oriented  

 Ability to develop, streamline and simplify the reservations process  

 Willingness to adhere to the Camp’s philosophy and policies regarding user groups. 

 Must be willing, able and available to work irregular hours during a 20 workweek, 

including weekday, weekend, evening, and overnight/on-call work, as necessary.  

 



Essential Physical Job Functions: 

 Environmental Factors:  Must be able to work in rustic indoor facilities, and work in 

inclement weather.  Must be able to move, walk, and occasionally run over slippery or 

uneven surfaces. Occasional use of cleaning agents. 

 Physical Demands:  While performing the duties of this job, the employee is regularly 

required to use hands to finger, handle, or feel objects, tools, or controls. The employee 

frequently is required to stoop, bend, kneel, crouch, talk, hear, stand, walk, sit, and reach 

with hands and arms.  The employee must occasionally lift, push, pull, and/or move up to 

50 pounds. Specific vision abilities required by this job include close vision, distance 

vision, color vision, peripheral vision, depth perception, and the ability to adjust focus.  

Supervision: 

The Guest Services Coordinator is supervised by:  Camp Director 

Essential Job Functions: 

CUSTOMER SERVICE AND CONTACT WITH GUEST GROUPS  

 Field reservation requests from current and potential guest groups 

 Record initial group information, needs and desires  

 Coordinate specific reservation details with the Camp Director in order to maximize the 

camp’s facilities and resources 

 Create and send assigned use agreements to guest groups in a timely manner  

 Submit completed use agreements to the Office Manager so that invoices can be created 

 Maintain open communication with guest group leaders throughout the reservation 

process, and be available to answer question 

 Check in with leaders before their event to confirm details, meal counts, etc. 

 Update programming needs on Google drive 

 Send thank you note, survey and invite guests groups to re-book for consecutive years 

 Coordinate and provide tours as needed for potential or current guest groups 

 Other tasks as agreed upon to provide hospitality for guests coming to or on site 

 

MANAGEMENT OF DAILY OFFICE OPERATIONS 

 Answer and direct incoming phone calls and emails to appropriate staff or take messages 

 Provide information for campers, parents, guest groups and others regarding the general 

operation of Birchwood Camp 

 Ensure office equipment is in good working order and recommend replacements if 

necessary 

 Maintain office cleanliness and make sure guest are welcomed into an orderly office 

 Where possible, promote practices of reusing items, reducing waste, and recycling 



 

RECORD KEEPING AND DATA ENTRY 

 Track groups we were unable to accommodate 

 Assist in tracking guest group information and statistics, as needed 

 Other tasks as assigned 

 

Job-Related Characteristics of Successful Candidate: 

Mission and Community Oriented: Models honesty, caring, respect, responsibility and 

radical hospitality. 

 Practices inclusion and cross-cultural understanding. Models best practices of engaging 

and partnering with members and community. Assists in the orientation, training, and 

development of volunteers. 

 People Oriented: Uses positional authority appropriately. Effectively engages group 

dynamics to develop diverse teams. Effectively tailors communications and influence 

strategies to the audience. Provides staff with feedback, coaching, guidance and support. 

 Results Oriented: Monitors qualitative and quantitative expectations. Encourages and 

supports curiosity, creativity, innovation and calculated risk-taking of others. Provides 

others with frameworks for decision making. Develops plans and manages best practices 

through engagement of team. Cultivates relationships to generate funds. Effectively 

creates and manages budgets. 

 Personal Development Oriented: Manages emotions appropriately. Shares new insights. 

Facilitates change; models adaptability and an awareness of the impact of change. 

Wage:  Compensation DOE beginning at $13/hour; package may include on-site housing (if 

available). 

 


