Riverside – The Heart of the River
Job Description

Position Title:
Reservation, Booking and Event Specialist
Department:
Administration
Reports To:
Director of Administrative Services
Position Status:
Full-Time | Non-Exempt | 40 Hours per Week plus Weekend Overtime as Required
Purpose of the Role:
To work as a valued team member maximizing RV, Retreat, Wedding and Event revenue and guest satisfaction by receiving, handling, and processing all inquiries and guest services. Serve as the frontline ambassador for Riverside – The Heart of the River.
Duties and Responsibilities:
Answer guest inquiries regarding RV, Retreat, Wedding, and Event reservations via phone and email.
Provide the highest standard of customer service at all times through professional correspondence and communication.
Conduct quality checks of sites and buildings and manage all pre-arrival calls.
Ensure telephone, email, reservation, and contract standards are fully met consistently and efficiently.
Upsell Riverside’s facilities and services when appropriate.
Contribute to team target goals to ensure sales forecasts, reservations, and guest satisfaction goals are met or exceeded.
Accurately record reservation information into computer systems for statistical, audit, and follow-up purposes.
Maintain organized filing systems and document/log all communications and follow-ups in line with procedures.
Understand rate structures for RV, Retreat, Wedding, and Event packages and communicate them thoroughly and accurately.
Actively seek guest feedback and coordinate with colleagues to ensure guest requests are delivered completely.
Create and maintain a positive image of Riverside in every interaction.
Assist in maintaining accurate oversight of all RV, Retreat, Wedding, and Event schedules to maximize occupancy and bookings.
Conduct tours of the RV Village, Lodges, and Wedding Venues.
Communicate daily with the Supervisor regarding potential sales opportunities, reservations, bookings, and contracts.
Demonstrate strong organization skills, attention to detail, and accurate spelling and grammar.
Understand and articulate the commercial importance of well-planned guest experiences, retreats, and events.
The Kind of Person We Are Looking For:
Enthusiastic, confident, and warm personality.
Excellent organizational skills and strong attention to detail.
Ability to prioritize and manage multiple tasks efficiently.
Positive 'can-do' attitude and professional problem-solving ability.
Passion for delivering exceptional customer service.
Personable and enjoys working in a team environment.
Strong IT skills including Microsoft Word, Excel, Canva, ChatGPT, and related systems.
Benefits:
Competitive Hourly Wage
Internal Career Development Opportunities
Workplace 401(k)
Paid Holidays
Paid Vacation
Earned Sick Leave
Paid Personal Days
Physical Requirements:
May require standing, sitting, or walking for extended periods. Occasional lifting of materials generally up to 25–30 pounds.
