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Gila i'axala ka'e Nawalakw! | Come work with Nawalakw!
nawalakw

The Opportunity: Booking Coordinator
Schedule and Term: Permanent Part-time varied seasonal schedule with a 6-month probationary period
Location: Alert Bay offices | Salary Range: $53,000-62,000 per year (depending on experience)
Benefits: Extended health, dental and more, option for pension matching

About Nawalakw

The mission of Nawalakw is to provide healing and wellness to our people through a revitalization of our
Kwakwaka’'wakw language and culture and opportunities for economic and social resilience. We aim to become
the first place on earth where Kwakwala is once again spoken fluently by youth and elders alike. At Nawalakw, we
come together to reawaken who we are, to dream together, to uplift our people and create a deeper connection
and beautiful future for our lands and generations to come. For more information, visit: nawalakw.com.

Position Summary

Nawalakw is hiring a Booking Coordinator (reporting to the Advancement Associate). This role plays a vital part
in ensuring the smooth operation of our remote camp facilities and programs. Responsible for managing the
organizational calendar, coordinating transportation and logistics, and serving as the central liaison between
departments and external partners, the Booking Coordinator ensures scheduling is conflict-free, group information
is accurately tracked, and facilities are optimized to their fullest potential. Grounded in Kwakwaka’'wakw values,
this position supports seamless program delivery, efficient resource allocation, and operational continuity for all
Nawalakw camps, events, and external bookings.

Key Responsibilities:

e Calendar, Booking and Schedule Coordination: Manage central calendar for camp facility

e Client Relations and Booking Management: Serve as the primary contact for inquiries, agreements, intake
forms, and convert leads into confirmed bookings.
Transportation and Logistics: Coordinate participant and staff travel.
Cross-Department Liaison and Systems Management: Liaise with transportation, maintenance and
programs to align requirements and systems.

e Communication and Reporting: Track usage, schedule meetings, provide regular leadership updates on
commitments and risks, and research and implement event management software.

Qualifications:
e Two years of experience in logistics coordination, event management or facilities operations preferred.
e Strong computer skills with proficiency in spreadsheet creation and schedule management platforms.
e Excellent interpersonal and communication skills with proven ability to work collaboratively across diverse
teams and with external partners and clients.
Proven ability to coordinate remote transportation, with a working knowledge of boating safety.
e Embodies Kwakwaka’'wakw values and alignment with Nawalakw code of conduct and confidentiality,.

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.

Nawalakw is strongly committed to creating a diverse and culturally safe workplace environment.
Applications from the communities we serve are deeply encouraged. We are an equal opportunity employer and
will provide accommodations upon request throughout the hiring process.
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