
SKY RANCH

GUEST SERVICES
COORDINATOR

WHAT YOU'LL GET TO DO
The Guest Serv ices Coordinator reports to the Guest Serv ices Manager and helps lead the 
summer staff  Guest Serv ices Team, providing encouragement and creating community for them. 
As one of the ministry?s front-line posit ions, this team helps process and organize information 
that allow s Sky Ranch to deliver excellent serv ice to campers, guests, and staff.  This role is 
cr it ical to the ministry of Sky Ranch and contr ibutes directly to our mission of leading youth 
and families to know  and follow  Christ.

A DAY IN THE LIFE

No tw o days w ill ever be the same at camp, and there?s no w ay w e could possibly list everything you?ll 
exper ience! Here?s just a glimpse of the most important responsibilit ies you?ll have:

Management of the Guest Serv ices Team (summer staff) ? You?ll directly impact the culture and maintain the 
w ell-being of the team. Here?s w hat that looks like:

- Scheduling summer staff  family night activ it ies and w orking w ith other COR to create community for the team.
- Managing schedules for the team
- Conducting w eekly one-on-ones w ith the Guest Serv ices Team
- Giv ing feedback to the team as part of their  professional development and exper ience

Daily Operations ? You?ll prov ide cr it ical leadership and support to the Guest Serv ices team.Here?s w hat that 
looks like:

- Pulling reports and creating w eekend camper rosters. (Examples: Ear ly Arr ivals, Late Departures, Stayover 
Campers)

- Leading the Saturday morning ear ly departure process.
- Assisting in the transit ion each w eek from Closing Day to Weekend Camp.
- Managing the collateral for  arr ivals and closing day; tracking and reorder ing pre-reg t-shir ts; keeping the supply 

current and full; order ing more new sletters as needed; tracking coffee/popcorn t ickets; ref illing w eekend supply 
tubs; reorder ing supplies as needed.

- Managing all collateral and prepar ing it for  pickup by var ious teams.
- Overseeing camper w ristband process, including the resources required: w r istbands, iPads, chargers, etc.
- Supporting Communications Coordinator in organizing/distr ibuting session folders to cabins.
- Overseeing pre-reg form prep on Fr iday afternoons.
- Sending Family Camp Travel Boxes.
- Managing the w ait ing list, daily.

Spir itual Encouragement ? You?ll be responsible for assisting counselors in providing a program and 
environment that nurtures spir itual grow th for campers and staff. Good examples of this are:

- Pursuing your ow n relationship w ith God.
- Demonstrating self lessness, being w illing to serve w here needed, w holeheartedly, w ithout hesitation.
- Faithfully attending Community Group each w eek.

(The legal term is "essent ial funct ions." That  just  doesn't  sound as fun!)



WHAT YOU'LL NEED
EVERYONE w ho w orks at Sky Ranch needs to have a current MinistrySafe /  Child Advocacy 
Certif ication. Don?t w orry, w e?ll prov ide that for  you if  you don?t have it already!

You?ll also need to exhibit the follow ing character traits, know ledge, and skills.You?ll have to show  
up w ith these ? w e can?t get them for you! If  you can check these boxes, you?re good to go:

Committed follow er of Jesus Christ, and w illing to sign the Sky Ranch Doctr inal Statement

Committed to providing excellent customer care and w illing to contr ibute to the mission of 
leading youth and families to know  and follow  Christ

Ability and desire to keep kids safe, as w ell as care for them physically, emotionally, and 
spir itually

Ability to abide by rules and regulations

W illingness to abide by the Sky Ranch cell phone policy.

Excellent communication skills (verbally interacts w ith campers, parents and staff, and 
w rites evaluations and letters to campers)

Respect for author ity

Ability to solve problems

Strong moral compass, rooted in Biblical pr inciples

Ability to mult i-task

Energizing, posit ive personality

Flexibility and adaptability w hen things change or go in a w ay that is not expected

Excellent hygiene and w illingness to comply w ith the dress code

Experience utilizing computers and off ice applications

Self-motivated

Well-organized

Desires to grow  and be challenged

Know ledge of and ability to abide by w orkplace safety procedures

Responsible and FUN!

Customer Serv ice ?You?ll ensure that our campers and camper parents exper ience the ?W OW ? factor and are 
served in a w ay that ref lects our desire to serve them as w ell as our appreciation for them and meets or even 
exceeds their  needs and expectations.

- Treating ALL our guests, both campers and their  family members, w ith gentleness, kindness, fairness, respect, 
and eagerly seeking to meet their  needs.

- Br inging to the attention of the Camp Director ANY situation w here w e fail to serve or please a guest.

Other important responsibilit ies are to maintain compliance w ith all employee policies and procedures 
established for Sky Ranch, maintain compliance w ith all state and federal law s and regulatory requirements, 
and perform other tasks requested of you w ith a fantastic, spir it-to-serve att itude.



MORE LEGAL STUFF
FLSA Status:  Exempt

Department:  Guest Serv ices

Reports to:  Guest Serv ices Manager 

Physical Demands:

- 100% - Stands and w alks long distances across camp dur ing entire shif t
- 90% - Verbally communicates w ith campers, staff  and parents
- 75% - Reaches, bends and stoops to retr ieve items or participate in camp activ it ies
- 75% - Participates in all camp activ it ies.
- 20% - Carr ies 50 lbs.
- 20% - Climbs ladders dur ing activ it ies and to reach top f loor lodging
- Hazards may include, but are not limited to, slipping, tr ipping, environmental, and r isks 

associated w ith w orking around and w ith equine activ it ies.
- Frequent w ashing of hands.

EVEN MORE LEGAL STUFF!

The above job descr iption is meant to descr ibe the general nature and level of w ork being 
performed; it  is not intended to be construed as an exhaustive list of all responsibilit ies, duties 
and skills required for the posit ion.

All job requirements are subject to possible modif ication to reasonably accommodate indiv iduals 
w ith disabilit ies. Some requirements may exclude indiv iduals w ho pose a direct threat or 
signif icant r isk to the health and safety of themselves or other employees.

This job descr iption in no w ay states or implies that these are the only duties to be performed by 
the employee occupying this posit ion. Employees w ill be required to follow  any other job-related 
instructions and to perform other job-related duties requested by their  superv isor in compliance 
w ith Federal and State Law s.

Requirements are representative of minimum levels of know ledge, skills and/or abilit ies. To 
perform this job successfully, the employee must possess the abilit ies or aptitudes to perform 
each duty prof iciently.

Continued employment remains on an ?at-w ill? basis.

(Limitat ions and Disclaimer)
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