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JOB DESCRIPTION: Reservations Manager
Revised 10/15/2026
SUMMARY: The Reservations Manager is to secure and maintain reservations for groups and individuals and to oversee the office operations and communication in accordance with WCRC’s mission, vision, and statement of faith.

SUPERVISOR: Guest Services Director
GENERAL QUALIFICATIONS:
The Reservations Manager:

· Has a committed faith and belief in Jesus Christ as personal savior

· Desires to serve the Lord and make him known to others

· Agrees with and is committed to WCRC’s mission, core values and faith statement
· Is flexible and able to work with others

SPECIFIC QUALIFICATIONS:
The Reservations Manager:

· Has good written and verbal communication skills

· Has good organizational skills

· Has knowledge of or is willing to be trained in the basic office skills including use of the computer, filing and use of office equipment

· Has the ability to maintain calmness and accuracy in the work in the midst of interruptions and guest demands
· Has the ability to be patient, friendly and courteous to all guests even in pressure situations
RESPONSIBILITIES:

· Reservations
· Secure and maintain reservations from groups and individuals according to WCRC policies and procedures
· Maintain waiting lists for already booked dates in the event of a cancellation

· Follow up with inquiries/contacts to offer alternative dates
· Process reservation data in a timely fashion 
· Keep tabs on outstanding deposits and lodging and meal updates to encourage maximum use of the facilities
· Promote food service and program service options
· Seek rebooking of current groups
· Maintain an accurate and current filing and reporting system
· Seek new groups to fill empty dates through contacts with previous attendees, referrals, inquiries and marketing endeavors approved by the Executive Director
· Arrange for walk-through tours of WCRC facilities as requested by guests
· Office Supervision – these tasks should be completed by reservationists with the supervision of the Reservations Manager
· Guests should be treated in a friendly and courteous manner along with tact whether greeting them in person or on the phone
· Assist guests with their needs at the counter whether it be sales from souvenirs or books, equipment checkout, day guests, campground guests or any visitor
· Funds are handled and processed properly and with integrity
· Be available to work scheduled office hours that are based on guest activity needs
· Maintain an adequate supply of brochures in the lobby
· Maintain the office in a way that communication is available and flows to all departments on a routine basis and as changes are made that effect the current schedule
· Monitor the appearance of the front lobby, restrooms, and porch and notify Guest Services Director/Housekeeper Manager if it needs attention
