JOB DESCRIPTION
December 6, 2011

Barbara C. Harris Camp and Conference Center
Guest Services Manager
Full-time, Exempt position
Supervised by the Executive Director

MAJOR RESPONSIBILITIES

 Reception
· Answer phones
· Take messages
· Greet guests

 Coordination of retreat and conference reservations
· Understand and communicate reservations policies
· Handle inquiries
· Reserve dates and lodging space
· Produce contracts, invoices and information packets

 Gather retreat information
· Gather and troubleshot specific event information
· Coordinate BCH Center resources to meet retreat needs
· Understand and communicate BCH Center program options
· Act as registrar for BCH Center sponsored programs

 Process group needs with the host, housekeeping, kitchen, maintenance, & other relevant staff      
· Meet with Housekeeping Supervisor, Food Service Director, Operations Manager, Bookkeeper and other relevant staff as needed to facilitate group events
· Create and distribute weekly hospitality information sheets 
· Monitor lodging and conference room setups to ensure compliance with guest wishes and BCH Center standards
· Check in arriving groups; Check out groups at departure
· Assist with hosting of groups
· Follow up with groups to gather feedback

 Special Projects
· Assist with mailings and data entry
· Check office supply levels and order supplies
· Assist with return of lost items to guests
· Assist with collection, sorting and delivery of the daily mail
· Other projects as assigned 


QUALIFICATIONS

· Excellent interpersonal, problem solving and leadership skills 
· Familiarity with Microsoft Office, Web-based applications, Camp Brain and word processing experience 
· Strong attention to detail
· Physically able to work at a computer for long periods during an eight hour day, and able to travel easily over the property
· Ability to work evenings, weekends and holidays as needed
· Bachelor degree from accredited college or university
· Experience working in a conference center or similar hospitality setting
· Familiarity with the Episcopal Church

SALARY AND BENEFITS

· Salary depending on qualifications
· Employer paid health, life and disability insurance
· Optional employee paid dental insurance
· Paid vacation
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OVERALL DESCRIPTION

	The Barbara C. Harris Center is a self-supporting institution of the Episcopal Diocese of Massachusetts whose mission is to provide hospitality for retreats, conferences and other gatherings to the people of the Diocese of Massachusetts, other churches, and non-profit groups.  Our goal is to provide these services in a personal, relaxed but efficient way that enables guests to reach their goals for spiritual, personal, and organizational growth.

	Working at The Barbara C. Harris Center is service oriented and doing our jobs successfully is based on teamwork.  Because of the wide ranging nature of the tasks involved in caring for our guests and facilities, it may be necessary to perform tasks outside our usual line of work.  For example: when on duty in the kitchen a guest may come in and ask where sports equipment is found; an office worker may be called to help when a guest finds a broken water valve; a maintenance worker may need to help in the kitchen when a group suddenly has increased in numbers, or a cook must leave due to illness.  The flexibility to help in such a situation in order to support the overall goals of the Center and get the job done is a requirement of working at Barbara C. Harris Camp and Conference Center.

