
         
 

JOB POSTING 
 

Guest Services Coordinator 
 (Full time position -May to September 2020) 

 
 

Gordon’s Park is located in Tehkummah, Ontario on Manitoulin Island. We are home to Canada’s first commercial 
dark sky preserve and provide an extensive selection of astronomy programming & events, making us a stargazing 
destination for many of our visitors. We offer a variety of different accommodations include a dark sky 
campground and forest campground, tipi tenting, and camping cabins, as well as on-site activities (including a pool, 
mini putt, nature interpretive centre and hiking trails). For more information visit: www.gordonspark.com.  
 
We are currently seeking a Guest Services Coordinator who will provide exceptional customer service through 
taking reservations, responding to customer needs and inquiries, assisting in park maintenance and operating our 
point of sale and reservation systems.  You will assist our Marketing and Guest Services position in the collecting, 
entering and analysis of data as well as contribute to the Parks social media content. This position also provides 
support for other roles as needed in the spirit of teamwork. 

 
QUALIFICATIONS: 
 

 1-2 years customer service experience. 
 Current post-secondary student. 
 Previous experience in a similar setting with a focus on accommodations and/or events is considered an 

asset. 
 Must enjoy a fast paced environment and posses strong initiative, multitasking capabilities, facilitation 

skills, customer centric attitude and a high attention to detail. 
 

RESPONSIBILITIES: 
 
Customer Service (80%) 

 Take reservations, check guests in and provide orientation to the parks accommodations, activities and 
events. 

 Provide exceptional and professional customer centered service, answering customer questions and 
inquires online, in person, and via telephone.  

 Generally respond and anticipate customer needs as a core member of our front desk reception team. 
 Work with our online reservation system to take and process reservations and ensure specialty customer 

needs are documented and met. 
 Operate our store point of sale system as well as associated administrative work (balancing cash, record 

keeping, statistics, etc.). 
 Provide guidance and advice to our guests around sightseeing and places to visit on Manitoulin Island. 
 Assist in the Parks outdoor maintenance, maintaining up keep and the presentation of our nature centre, 

store and check in area as well as preparing accommodations for incoming guests. 
 Operate our store point of sale system as well as associated administrative work (balancing cash, record 

keeping, statistics, etc.). 
  

Data & Marketing (10%) 
 Assist in data collection, entry and analysis, assisting the Park Manager and Marketing & Guest Services 

Assistant to identify trends and assess customer and process needs as it relates to our accommodations and 
events.  Furthermore using this data, assist in the development of social media content for the Park. 
 

Misc./ Team Support (10%) 
 Attend to various jobs as needed to support the team and ensure a positive guest experience. 

http://www.gordonspark.com/


 
EMPLOYMENT INFORMATION: 

 Full Time (40 hours/wk) seasonal work- May through September  
 Wage: $16.45 per hour with an additional 4% vacation pay 
 Position may/can include on-site accommodations (if needed, at a reasonable cost). 
 Applicants are encouraged to have their own form of transportation (bike, car, etc.), as we are located in a 

rural setting.  

 
Apply with resume via email by January 31, 2020 to rita@gordonspark.com 

 
 
 

 

 

 

 

 


