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250.974.4341 PO Box 28
nawalakw.com Alert Bay, BC VON 1A0

The Opportunity: Booking Coordinator
Schedule: Part-time with average of 25 hours per week, exact schedule to be determined, possible for
full-time with May through August with reduced hours September through April
Salary Range: $53,000-62,000 per year depending on experience

Benefits: Extended health, dental and more, as well as pension matching
Term: Permanent with a 6-month probationary period, Location: Alert Bay offices

Position Summary (Reports to the Advancement Associate):

The Booking Coordinator plays a vital role in ensuring the smooth operation of remote camp facilities and
programs. This role is responsible for managing the organizational calendar, coordinating transportation
and logistics, and serving as the central liaison between departments and external partners. They ensure
scheduling is conflict-free, all group information is collected and shared, and the facility is used to its
fullest potential. By maintaining an accurate and up-to-date schedule of camps, events, rentals, and
external bookings, the Booking Coordinator supports seamless program delivery, efficient use of
resources, and the work of our leadership to avoid double bookings, logistical and operational gaps.

Key Responsibilities:
1. Calendar, Booking and Schedule Coordination
a. Manage central calendar for all Hada facility bookings: managing entries on Hada
Calendar according to colour-coded hold/confirmation rules, tracking open windows for
booking, ensuring accurate scheduling of camps, external events, and internal meetings.
b. Work with program leadership to ensure schedules are up to date and conflict-free.
c. Act as the central point of accountability for requests, confirmations, and changes.
d. Apply specific rules for all bookings and lengths of stays.
2. Client Relations and Booking Management (Third Parties)
a. Serve as the main contact for third-party bookings, partner inquiries and community
outreach to help fill bookable time in Hada.
b. Provide information regarding facility availability, accommodations, transportation, pricing,
and rental options.
c. Convert inquiries into confirmed bookings through clear communication, contracting, and
follow-up, in collaboration with program, finance and fundraising teams.
d. Prepare and manage booking agreements and related documentation.
e. Collect and maintain all information required to support successful program delivery and
guest experiences, including participant intake forms.
3. Transportation and Logistics
a. Coordinate all transportation for participants, staff, and guests to and from the remote
facility, including boats, shuttles, and supply runs.
Ensure all trips are budgeted, tracked, and optimized for efficiency.
Liaise with operations and maintenance teams to ensure boats and vehicles are
available, safe, and in compliance with safety protocols.
4. Cross-Department Liaison
a. Collaborate with program teams to confirm requirements for each camp or event.
b. Share schedules, logistics plans, and updates with all relevant program managers to
ensure smooth execution of events and programs.
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c. Coordinate with program managers to align bookings with local environmental factors.

d. Act as liaison with external partners, including but not limited to suppliers, transportation
partners

e. Maintain a lead tracking system for booking inquiries from initial interest to confirmed
booking, collaborating with programs as needed.

5. Communication and Reporting

a. Maintain clear records of bookings, transportation schedules, and facility usage

b. Coordinate data from all camp activity for reporting impact and adjusting camp and
program operations.

c. Research and implement event management software/applications

d. Schedule regular coordination meetings

e. Provide weekly updates to leadership on upcoming commitments, transportation needs,
and areas of risk.

f. Track and report on resource allocation and usage for strategic decision-making.

Core Competencies:
e Strong attention to detail and high precisions in managing calendars, bookings, and logistics

without conflicts.
Skilled in managing remote and marine transportation, supply runs, and operations.
Strong liaison between departments, leadership, and external partners, ensuring accurate and
timely communications.
Plans for and mitigates challenges and can exercise creative and practical decisiveness.
Flexibility for a dynamic, remote environment and ability to think and act quickly, while
maintaining professionalism and reliability when priorities shift.
Respect for Kwakwaka’'wakw values, contributing to cultural and language revitalization.
Proficiency in client relations, contract coordination, and event management tools.
Capability to track resource allocation, budgets, and operational usage.

Qualifications:
e Strong computer skills with proficiency in office tools and schedule management platforms.
e Excellent interpersonal and communication skills with proven ability to work collaboratively across
diverse teams.
Comfort working in remote or marine environments with knowledge of boating safety.
Alignment with Kwakwaka'wakw values and our mission of language and cultural revitalization.

How to Apply:

By September 15, 2026 send your resume and cover letter to people@nawalakw.com, subject line
“Booking Coordinator”. Upon receipt of your application, you will receive an email response from
people@nawalakw.com. Please add this address to your contacts to ensure it doesn’t go to your junk.

Please take a moment to learn more about us at nawalakw.com
We are strongly committed to creating a diverse workplace environment. We welcome and encourage applications from the
communities we serve.We are proud to be an equal opportunity employer.
We will provide adjustments or accommodations during all steps of the hiring process, upon request, to applicants with disabilities.
Please advise us if you need any accommodations to be able to participate in the process.
Our sincere appreciation to all those expressing interest in the position;
however,only those applicants invited for an interview will be contacted. Thank you for your interest!
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