
BLACK ROCK RETREAT 
 
Guest Services – Summer Host - Job Description 
 
JOB PURPOSE: 
To assist retreat guests from start to finish in their retreat experience and strive to make it as valuable as 
possible. 
 
RESPONSIBLE TO: 
Guest Services Director 
 
GENERAL QUALIFICATIONS: 

1. Has a personal relationship with Jesus Christ exhibiting evidence of a consistent,  
growing, daily walk. 

2. Desires to serve the Lord and to make Him known to others. 
3. Is in agreement with Black Rock Retreat’s purpose, faith statement and policies. 
4. Is flexible and able to work with staff, retreat guests and others. 

 
SPECIFIC QUALIFICATIONS: 

1. Possess gifts of hospitality and service. 
2. Have the ability to answer the phone in a professional, friendly, courteous and personal manner. 
3. Comfortable with using a calculator, handling money and processing credit cards. 
4. Proficient in data entry including Excel and Word. 
5. Proficient in basic computer functions such as emails and attachments in Microsoft Outlook. 
6. Enjoy variety and can cope with interruptions with patience and understanding. 
7. Have the ability to organize, prioritize work and are detail oriented. 
8. Able to work independently and without close supervision. 
9. Able to operate effectively under pressure including emergency situations. 
10. Willing to learn new things such as the property management software for reservations. 

 
RESPONSIBILITIES (GUEST SERVICES): 

1. Create and distribute lodging sheets, meal count sheets, meal table signs, meeting room signs and 
guest welcome sheets. 

2. Email guests their specific lodging rooms, meeting rooms, meals and recreation assignments prior 
to their arrival. 

3. Prepare for guest arrivals by reviewing all information in the property management software 
reservations and in the guest folders for accuracy to ensure the quality of their retreats. Prepare 
lodging sheets, room maps and room keys for distribution as guests check-in. 

4. Greet groups at check in, answer any questions and go over any information pertaining to their 
retreat with the group leader. If early arrival, check with housekeeping to make sure all facilities 
reserved are ready. Hand out meeting room keys. Once completed lodging sheets are returned, 
hand out lodging keys to group leader. 

5. Be available “around the clock” to answer questions and see that the group’s needs are met during 
shift scheduled. 

6. Communicate special needs or changes to food service, maintenance or housekeeping personnel 
by email, texting or phone. 

7. Handle emergency situations with decisiveness and conferring with the Guest Services director or 
the Executive Director as appropriate. 

8. Answer incoming phone calls to Guest Services. Respond to questions, create inquiries, 
reservations or forward calls to appropriate department. 



9. Provide tours to prospective guests. 
10. Work with Summer Camp Director, Outdoor Education Director, Challenge Ropes Course 

Director, and Program Assistants to facilitate shared use of facilities. 
11. Prepare for guest departures by calculating final balances. Go over folios with group leaders and 

process payments by accepting cash, checks, money orders or credit cards. 
12. Answer any questions regarding future retreats. Offer to re-book same retreat for following year. 

Record accurate information on Rebooking Sheet as to desire and expectations of the group’s 
next reservation.  

13. Gather all pertinent information concerning retreat and place back in guest folder. 
14. Take on other duties assigned by the Guest Services Director when not busy. 
15. Learn the Gift Shop system and open the gift shop for guest groups, including tidying up, running 

the cash register, handling credit card transactions, checking and restocking inventory. 
 
RESPONSIBILITIES (PROGRAM): 

1. Lead group activities as needed including but not limited to Laser Tag, Glow Dodgeball, Low 
Ropes, High Ropes, Zip line, Leap of Faith, Giant Swing, Archery, etc… 

2. Open to becoming Lifeguard Certified. 
3. Willing to teach classes about animals and assist the program staff, including serving our Outdoor 

Education Department as needed.  
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