
Alliance Redwoods Conference Grounds 
“Service as Tall as our Trees” 

6250 Bohemian Highway 

Occidental, CA  95465 
phone: (707) 874-3507    fax: (707) 874-2509 

 

Alliance Redwoods Conference Grounds is a 501(c)3 religious non-profit organization 
 

 

Title: Accommodations Assistant Manager 
Employment Status: Full Time Hourly with benefits, onsite housing 
Team: Accommodations 
Immediate Supervisor: Accommodations Manager 
Team Leader: Operations Director 
 
Purpose Statement: Accommodations provides service through 2 shifts:  day (6am – 2:30pm) and swing (2:30pm – 
11 pm).  It is a vibrant service-oriented team providing excellent lodging and meeting rooms for our guests while 
meeting their onsite needs.   Assists in providing direction and leadership to the Accommodations and Housekeeping 
Teams.   

 
Essential Duties - Accommodations 
 Including but not limited to: 

 Serve as manager in charge while the Accommodations Manager is off-duty 

 Assist in leading the Accommodations team, which is responsible for the clean-up and set up of all meeting 

rooms 

 Assist in leading the Housekeeping team, which is responsible for the clean-up and preparation of all lodging 

units 

 Prepare and set up audio and visual equipment 

 Assist in the preparation of meeting and lodging rooms  

 Respond to guest requests and needs as assigned by Guest Service personnel 

 Responsible for purchase of Accommodations supplies and equipment 

 Transport guests to meeting areas and challenge courses as needed 

 Manage and assist in preventative maintenance processes 

 Other duties as assigned 

Non- Essential Duties - IT/AV 
Including but not limited to: 

 Maintain the AV systems and tech inventory camp wide 

 Manage and implement IT approved projects and daily tickets 

Skills, Knowledge, and Abilities  
Employee must have/be: 

 A strong desire to exceed our guests’ expectations 

 Excellent relational and communication (both written and verbal) skills and an outgoing personality 

 Thorough knowledge of ARCG programs and services or desire to learn quickly 

 Self-motivated and willing to positively represent ARCG  

 Able to set up meeting rooms, which would require following written and visual directions 

 Proficient in Microsoft Office Suite 

 Able to multitask 

 Able to operate an automobile and a four wheel vehicle to transport and serve guests  

 Able to perform simple repairs, such as replace light bulbs and unclog toilets  

 A desire for excellence in all documentation 

 Able to manage and coordinate staff   

 Able to set up AV equipment and ensure it is functioning properly.  We provide training. 

 Able to develop, organize and maintain AV systems for a multi-use facility  

 Computer literate and proficient with both Mac and PC preferred 

 Knowledgeable of computer hardware and software, servers, phone and Wi-Fi systems preferred 

 A working knowledge of inventory management preferred 

 

 



 
Requirements:  
(Have a combination of experience and education that provide the required knowledge and abilities to succeed in this 
position.) 

 Requires that you are a professing, growing follower of Christ leading your team spiritually and building high 

trust communities 

 Education:  AA degree from an accredited college preferred 

 Experience:  2-4 years of relevant experience, preferably in Guest Services or Hospitality 

 Must live onsite 

 Possess a current Driver’s License and clean driving record 

 Speak fluent English (additional languages a plus) and use cordial manners 

 Able to lift 40 pounds and spend 4 hours walking and standing 

 Able to work weekends and swing shifts 

 Previous experience with installation and maintenance of AV equipment and Wi-Fi systems strongly preferred 

 One or more years’ experience in Technical Management, Technical Understanding, Analyzing Information, 

Problem Solving, Data Center Management, Coordination, Strategic Planning, Quality Management preferred 

 Willing to learn and be trained 
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