
 
Guest Group Manager Job Description 
 
The Guest Group Manager is Responsible to the Executive Director 
 
Responsibilities: 
1) Increase bookings and revenue. 
- Work with ED to revamp guest group booking policies, minimums, pricing, and 
procedures. 
- Work with ED and Marketing Coordinator to promote Calvin Crest to past and potential 
groups via direct mail, brochures, and social media. 
- Develop a systematic process of contacting past guest groups to re-book and 
incentivizing lapsed groups to return. 
- Review and make any needed changes to the contracting and payment process. 
 
2) Ensure excellent guest experience. 
- Ensure relationships with Guest Group leaders are developed to understand desires 
and needs of group. 
- Oversee communication between Registrar, Food Services, Accommodations, and 
Events to ensure all requests/needs are met. 
- Work with other department leaders to schedule staff for guest activities and events. 
- Lead weekly readiness meetings to review guest group details, ensuring 
accommodations/host is prepared for the group. 
- Conduct periodic walk-throughs to double-check guest rooms, meeting rooms, and 
dining areas are being kept to our standard. 
- Check-in with group leader during retreat and follow up after the retreat, collecting 
feedback and distributing that information to the appropriate leaders at Calvin Crest. 
 
3) Lead hospitality initiatives. 
- Work with CC leaders to brainstorm how to improve hospitality and implement ideas to 
create an inviting environment 
- Help think through needed signage around camp to assist guests and improve their 
experience 
- Help recruit a “hospitality” champion for the summer season, including writing thank 
you notes, preparing gift baskets, and hosting in the lodge. 
- Work with ED and BAGs to troubleshoot and determine practical solutions to potential 
obstacles guests may face 
 
4) Perform administrative tasks. 
- Work with ED to create annual budget by providing revenue projections 
- Develop Inquiry packets, contracts, event information forms, and arrival packets for all 
guest groups 



- Track guest group financials, evaluating profitability ratios to determine future booking 
- Field phone calls and reception desk as needed 
- Work with registrar to ensure key packets are prepared, signage is placed, and details 
are covered 
 
Qualifications: 
- College degree or equivalent preferred 
- Previous experience or familiarity with Calvin Crest preferred 
- Experience with the following computer programs: Google Suite, Microsoft Suite 
- An ability to see the big picture as well as manage details to execute a strategic plan 
- Experience working with the public in a professional and positive manner 
- Ability to approach problem-solving creatively and proactively  
- Excellent written and verbal communication skills, both one-on-one and in team setting 
- Able to serve diverse cultures and socio-economic groups so that all are accepted and 
included 
- Personal initiative, self-starter, able to work independently and with accountability 
- Personal neatness, dependability, honesty, congeniality, and flexibility 
 
Expectations: 
- Has a clear and evident Christian faith 
- Has knowledge of the organization, its purposes and policies, and acts as an 
ambassador of camp 
- Participate in staff meetings, community events, Bible studies, and a volunteer in the 
Oakhurst area 
- Desire to be a team player who will work to develop and protect healthy relationships 
- Act with professionalism, stewardship, responsibility, and accountability 
- Able to accept constructive criticism and feedback in order to grow 
- Respect and adhere to principles of confidentiality in all Calvin Crest matters 
 
Nothing in this job description restricts management’s right to assign or reassign duties 
and responsibilities to this job at any time. 
 
Working Conditions: 
- Will encounter chemicals, cleaning solvents, commercial products, dust 
- Will spend time indoors at a computer or on phone 
- Will walk around camp and operate camp vehicles 
- Will lift objects weighing up to 50 pounds 
 
Application Contact: 
Tiffany Staman, Executive Director 
tiffany@calvincrest.com 
559.772.4040 
 


