
 

 

This position is responsible for managing the Reservations and Guest Services 
Department and interfacing with all operations departments regarding scheduled 
trips and programs. Providing excellent customer service and a fun environment to our 
customers and staff are the top priorities of the Wilderness Voyageurs of the 
Reservations Director.  
 
Requirements for the position: 
Fun loving, great sense of humor, ability to multi-task well, well organized, ability to 
listen, communicate & manage, understanding of social media and marketing 
opportunities, computer literate, enthusiastic, motivated and self directed 
 

Job duties include, but are not limited to: 
1. Hiring and training of department staff 
2. Manage the daily operations of the reservations call center  
 Schedule reservationists  
 Monitor and assess reservationists 

Organize outbound sales efforts  
3. Manage the daily operations of the Check-in process 
 Schedule staff 

Cash register management 
“fun” factor of check in process 

4. Organize & maintain office systems 
5. Initiate and maintain the sales function 

Market/customer research  
Sales calls to existing and potential clients 

  Convert incoming leads to sales 
 Involvement in social media marketing efforts 
 Schedule existing and new trade shows 
 Participate in and/ or schedule sales staff for trade shows 

 6. Develop sales incentive programs for reservationists 
 7. Managing the data entry of customer records  
 8. Analyzing reservations reports 
 9. Interface with financial department regarding customer payments 

10. Partaking in Wilderness Voyageurs adventures to fully understand the 
products and increase your ability to sell them.  



This position is a full time year round salaried position.  The reservations and guest 
services department has approximately 10 staff at the height of the season, and the 
Director and 1 staff during the winter.  
 
This position reports directly to Eric Martin, co-owner and CEO, and has considerable 
interface with Lynne Martin, CFO, and co-owner.  During the high season, weekend 
shifts will occur quite frequently.  During the fall and winter, overnight travel is required 
for attendance of marketing tradeshows throughout Pennsylvania, Michigan, and Ohio.   
 
Participating in all of the activities offered is required so that an innate understanding of 
our product line is achieved.  
 
We are in a highly competitive industry that requires an aggressive approach to the 
acquisition and retention of our customers.  This is accomplished through attention to 
detail and a thorough response to our customer’s needs.  We are in the business of 
providing fun, our workplace is a relaxed environment where your ability to be creative 
and have a good time and be passionate about the out of doors is incredibly valued. 
 
 

Please submit your application with a cover letter, resume and references.  
Letters of recommendation are always accepted 

 

 

 

 

Thank you for your interest! 





Previous Employment


1. Company                                                                     Location:
Supervisor                                                                      Phone: (     )    -
Position Held                                   Dates:
Duties Performed:
Reason for leaving:
May we contact for a reference?  Yes     No


2. Company                                                                    Location
Supervisor                                                                      Phone: (__)___-____
Position Held:           Dates:
Duties Performed:
Reason for leaving:
May we contact for a reference?  Yes     No


Wilderness Voyageurs, Inc and Falls City Pub & Restaurant, Inc
EMPLOYMENT  APPLICATION


PO Box 97  / 103 Garrett St.
Ohiopyle, PA. 15470


724-329-5517 (office)
724-329-0809 (fax)


www.wilderness-voyageurs.com or www.fallscitypub.com
With the following application, please include your resume, a cover letter, copy of your driver’s


licesnce and copies of any first aid /CPR certificates


Applicant Information
Name:                       Date:
Social Security Number:
Home Phone:(      )      -           Cell Phone:(     )    -
Permanent Address:
City:            State:            Zip:
Present  Address:
City:            State:            Zip:
E-mail Address:
Driver’s License:  ATTACH PHOTO COPY TO APPLICATION - Required for Insurance Purposes


Education


High School           Location
Date Graduated     /   /
College           Location
Dates        /    /          to         /    /
Degree(s)
School Activities, Offices, Clubs, Sports, Etc...







Certifications
A First Aid & CPR certification is required of all guides (Lifesaving cert is valuable as well)  and
recommened for all staff. If you already have one or more of these certifications plese attach
copies (both front & back) of your cards
Type of Certification             Type of Certification
Valid Through             Valid Through


Type of Certification             Type of Certification
Valid Through             Valid Through


General Information


1. Do you have any medical or physical conditions which might  limit your  participation in
strenuous activities? Is so, please explain:


2. Do you have any specific allergies or necessary medications?
3. Who should we contact in case of an emergency?
Name           Relationship:
Home Phone:                  Cell Phone:      Work Phone:
Address:
City State Zip


Personal Reference


1. Name            Relationship:
Phone Number: Address
2. Name            Relationship:
Phone Number: Address
3. Name            Relationship:
Phone Number: Address


Availability


For Training
Weekends From :_______to ________
Weekdays From :_______to ________


For work
Full Time From :_______to ________
Part-Time From :_______to ________
Part Time Days Available:
___________________________


3. Company                                                                    Location
Supervisor                                                                      Phone: (__)___-____
Position Held:           Dates:
Duties Performed:
Reason for leaving:
May we contact for a reference?  Yes     No







Skills
Please use the following scale to rate yourself:


1 = Expert    2= Somewhat Experienced; can perform without supervision
3= Familiar with, but limited experience    4= No Experience


__ Raft Guiding
__ Kayaking
__ Canoeing
__ Mtn Biking
__ Climbing
__ Skiing
__ Back Packing
__ Multi-Day Trips
__Camping


__ Retail Sales
__ Cash Register
__ Office work
__ Computer Skills
__ Web Design
__ Photography
__ Digital
     Photography
__ Graphic Design
__ Programming


__ Restaurant
     Work
__ Food Prep
__ Bar Service
__ Waitstaff
__ Host / Hostess
__ Bouncer


__ Carpentry
__  Vehicle Repair
__ Electrical Work
__ Plumbing


__ Customer
     Service
__ Other


River Experience
If you have experience on any of the following rivers, indicate how much


1= a lot, 2 = some, 3 = a little
__ Cheat
__ New River
__ Gauley


__ Ocoee
__ French Broad
__ Nolichucky


__ Nantahala
__ N. Branch
      Potomac


__ Youghiogheny
__ Rio Grande
__ Other River’s
___________


Being a Wilderness Voyageurs staff member requires a great deal of public contact; there-
fore the ability to interact with a wide variety of people is very important. Please indicate any
social skills or experiences that you feel are relevant to your employment with us. Include your
definition of customer service. Also, please tell us why you are interested in becoming part of
our team and why you will be a great addition. Use the space below or attach a seperate
piece of paper if necessary.
________________________________________________________________________________________________________________
__________________________________________________________________
__________________________________________________________________
________________________________________________________________
________________________________________________________________________________________________________________
__________________________________________________________________
__________________________________________________________________
________________________________________________________________
________________________________________________________________________________________________________________


How did you hear about us? _______________________________________
Signature____________________________________  Date: ________


What position are you applying for?   Whitewater Guide___   Family Trip Guide___
Historical Float Trip Guide __        Kayak Instructor__   Climbing Instructor___   Mountain Bike
Instructor___    Trip Leader (must have experience)___   Bike Mechanic___ Retail Sales___   Fly
Fishing Guide & Retail Sales___  Guest Services & Reservations ___  Photographer__     Intern-
ship__   Management Position___  Sales & Marketing___  Grounds Maintenance__ Cleaning __
Waitstaff__  Barstaff__  Food Prep__  Line Cook__  Other: ____________________________





