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Hospitality Manager 
Job description  

The Hospitality Manager serves as a key leadership team member and an active participant in 
making strategic decisions affecting Lutheran Lakeside Camp. In partnership with the Executive 
Director s/he is responsible for developing a comprehensive, overarching vision and strategy for 
a year-round hospitality ministry for all generations that will engage LLC’s target audiences. S/he 
will oversee the management, marketing, reservations, and executing of all hospitality offerings 
year-round.   S/he is responsible for hiring, training, and managing all housekeeping staff. S/he 
will have an active role in communicating with our partners and ensuring quality outreach and 
relationship building.   

Requirements  

Hands-on experience in customer service or sales 

Bachelor’s degree in related field desired.  

Demonstrate excellence in organizational, administrative and managerial skills – ability to 
conceive, take initiative and manage several tasks at one time.  

Outstanding communication (verbal and written) and interpersonal skills 

Worship and music skills highly desirable 

Rock climbing and life guard certified or ability to become certified is strongly desired. 

Strong analytical and problem-solving skills.  

Ability to model excellent hospitality and encourage an inclusive environment for staff and 
guests of camp. 

Knowledge and skills with graphic design and marketing are desirable. 

At least 21 years of age 

Good driving record. 
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Responsibilities 

Guests Groups  

1. Manage Reservations, calendars, and all 3rd party booking sites.  
2. Host or schedule hosts for user groups.   
3. Lead activities, events, meals, or other requests of user groups.  
4. Pre-stay and Post-stay communication with guest groups.  
5. Enforce all policies and expectations of guest groups.  
6. Oversee all pricing and payments of groups.  
7. Organizing and coordinating operations to ensure maximum efficiency 
8. Address guest complaints as needed.  
9. Maintain and encourage a welcoming, accepting, and inclusive Christian community 

Personnel  

1. Recruit, train, schedule, and supervise all housekeeping staff.  
2. Actively participate in staff meetings 

Marketing 

1. Manage 3rd party websites where Lakeside’s facilities are listed.  
2. Create and distribute advertisements and promotional materials.  
3. Attend relevant events and fairs to promote the use of Lakeside’s facilities.  
4. Recruit new user groups.  
5. Utilize social media and other online tools to promote the use of Lakeside’s 

facilities.  
6. Develop new and relevant content as needed.  

Program 

1. Assist when needed and available with summer programmatic offerings.  
2. Coordinate with the program director to help lead year-round events, retreats, 

activities, and Lakeside offerings.  

Administration  

1. Maintain records of guests, events, payments, and retreats. 
2. Maintain records of expenses for work, travel, and business within LLC hospitality 

budget.  
3. Oversee ordering and inventory of linens, furniture, and all other equipment and 

supplies for hospitality.  
4. Provide an annual budget request.  
5. Write reports for board meetings and the annual meeting. 
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6. Participate in and ensure implementation of LLC strategic and master planning. 
7. Write and update policies.  
8. Ensure all policies are up-to-date and followed accordingly. 
9. Attend conferences and seminars for professional growth. 

Health and Safety  

1. Ensure safety of all guest groups.  
2. Ensure risk education and crisis management as directed by policies. 
3. Maintain certification in First Aid/CPR as a minimum.  
4. Work with the executive director to ascertain that LLC standards are in line with the 

American Camp Association (ACA) standards, in addition to licensing requirements 
of local, county, and state governments.  

Facilities 

1. Make sure all guest spaces are clean, welcoming, and in good repair prior to guest 
arrival in partnership with other Lakeside staff. 

2. Aid in facility and grounds maintenance as requested and available.  
3. Provide kitchen staff with meal numbers, locations, and all other meal needs prior 

to guest arrival.  
4. Monitor spaces and recommend improvements and renovations as needed to 

spaces.  

Any other tasks related to hospitality that might be needed of you for the betterment of our ministry. 

Compensation and Benefits 

 Pay $20,000-28,000 

 Housing and meals onsite available 

Health insurance + Dental/Vision 

PTO and Holidays  

 Flexible schedule / Work from home options 


