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Job Description 
 

JOB TITLE: Reservations Specialist 
 
EMPLOYER: Moving Mountains Inc. 
 
EFFECTIVE DATE: 2/6/2018  
 
SUMMARY: Dual role primarily supporting the Reservations Team which has seasonal 
fluctuations in work load with a secondary role within the Guest Services department; providing 
services to guests who have already made lodging reservations.  
 
DUTIES AND RESPONSIBILITIES: 
Reservations: reporting to Sales Manager 

 Complete understanding of the reservations process  
 Familiarity with both summer and winter Guest Services activities  

 Comprehensive knowledge of technology used including: Property Management System 
(V12), CRM (Salesforce), Happy Inspector app for Guest Check-In documents, Sales and 
Marketing management (NAVIS), Website CMS, and MS Excel reports 

 Develops intimate knowledge of all Moving Mountains properties to effectively sell the 
right property to match the needs of the guest. 

 Assists with lodging reservations at all Moving Mountains properties including email 
quotes, phone sales, follow up calls, travel agent and whole agent reservations.  

 Accurately documents all guest communications. Performs other related duties as 
assigned by management. 

 Shows willingness and ability to change as new systems are implemented.  
 Listens to team needs and provides personalized assistance to meet those needs. 

 
 

SUPERVISORY RESPONSIBILITIES: 
 This job has no supervisory responsibilities. 

 
QUALIFICATIONS: 

 High school diploma or general education degree (GED), or one to three months related 
experience and/or training, or equivalent combination of education and experience. 

 Certificates, licenses and registrations required: 
 Must have a valid driver’s license or CDL with a clean driving record and must maintain a 

clean driving record 
 Computer skills required: Microsoft Office; Microsoft Excel; Outlook; V-12; SalesForce 

and NAVIS 

 Other skills required: 
o Local knowledge of Steamboat Springs, similar mountain/ski resorts, or passion to 

learn quickly 
o Able to type at least 60 words per minute 
o Prior experience of resort reservations including using a computer based reservation 

system 
o Strong customer service skills, strong verbal and written communication skills 
o Extremely detail orientated 
o Good with logistics and coordination of individual and group activities 
o Personable and able to deal with variety of personality types 
o Able to work autonomously but also as a team player 
o Positive attitude to solving problems 
o Ability to multi-task, work under pressure and a dedication meet deadlines required 
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COMPETENCIES: 

 Ethics - Treats people with respect; Keeps commitments; Inspires the trust of others; 
Works with integrity and ethically; Upholds organizational values. 

 Adaptability - Adapts to changes in the work environment; Manages competing 
demands; Changes approach or method to best fit the situation; Able to deal with 
frequent change, delays, or unexpected events. 

 Attendance/Punctuality/Dependability - Must be punctual and timely in meeting 
all requirements of performance, including, but not limited to, attendance standards and 
work deadlines; beginning and ending assignments on time; and scheduled work 
breaks; is consistently at work on time, ensures work responsibilities are covered when 
absent. Job requires early hours and could require weekends. Follows instructions, 
responds to management direction; Takes responsibility for own actions. 

 Customer Service - Manages difficult or emotional customer situations; Responds 
promptly to customer needs; Solicits customer feedback to improve service; Responds to 
requests for service and assistance; Meets commitments. 

 Motivation - Sets and achieves challenging goals; Demonstrates persistence and 
overcomes obstacles; Measures self against standard of excellence; Takes calculated 
risks to accomplish goals. 

 Oral Communication - Speaks clearly and persuasively in positive or negative 
situations; Listens and gets clarification; Responds well to questions; Demonstrates 
group presentation skills; Participates in meetings. 

 Organizational Support - Follows policies and procedures; Completes administrative 
tasks correctly and on time; Supports organization's goals and values; Benefits 
organization through outside activities; Supports affirmative action and respects 
diversity. 

 Problem Solving - Identifies and resolves problems in a timely manner; Gathers and 
analyzes information skillfully; Develops alternative solutions; Works well in group 
problem solving situations; Uses reason even when dealing with emotional topics. 

 Professionalism - Approaches others in a tactful manner; Reacts well under pressure; 
Treats others with respect and consideration regardless of their status or position; 
Accepts responsibility for own actions; Follows through on commitments. 

 Quality - Demonstrates accuracy and thoroughness; Looks for ways to improve and 
promote quality; Applies feedback to improve performance; Monitors own work to 
ensure quality. 

 Quantity - Meets productivity standards; Completes work in timely manner; Strives to 
increase productivity; Works quickly. 

 Teamwork - Balances team and individual responsibilities; Exhibits objectivity and 
openness to others' views; Gives and welcomes feedback; Contributes to building a 
positive team spirit; Puts success of team above own interests; Able to build morale and 
group commitments to goals and objectives; Supports everyone's efforts to succeed. 

 Technical Skills - Assesses own strengths and weaknesses; Pursues training and 
development opportunities; Strives to continuously build knowledge and skills; Shares 
expertise with others. 

 Written Communication - Writes clearly and informatively; Edits work for spelling and 
grammar; Varies writing style to meet needs; Presents numerical data effectively; Able 
to read and interpret written information. 
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PHYSICAL DEMANDS AND WORK ENVIORNMENT: 
 Occasionally required to stand 
 Occasionally required to walk 
 Frequently required to sit 
 Continually required to utilize hand and finger dexterity 
 Continually required to talk or hear 

 Occasionally exposure to wet and/or humid conditions  (non-weather) 
 Frequently exposure to outside weather conditions  
 While performing the duties of this job, the noise level in the work environment is 

usually moderate.   

 Specific vision abilities required by this job include: Close vision; Distance vision; Color 
vision; Peripheral vision; Depth perception and ability to adjust focus 

PHYSICAL DEMANDS AND WORK ENVIORNMENT: 
 Frequently required to sit, stand and walk, talk and hear 
 Frequently required to climb, balance, bend, stoop, kneel or crawl 
 Continually required to utilize hand and finger dexterity 

 Occasional exposure to outside weather conditions  
 While performing the duties of this job, the noise level in the work environment is 

usually quiet 

 The employee must occasionally lift and/or move up to 20 pounds  
 Specific vision abilities required by this job include: Close vision; Distance vision; Color 

vision; Peripheral vision; Depth perception and ability to adjust focus 

 Additional remarks regarding work environment:  
o Able to get in and out of a vehicle 
o Must be able to walk on icy & slippery surfaces 
o Occasionally required to drive or may be expected to drive at some point 

 
 
The above is intended to describe the general content of and requirements for the performance of this 
job.  It is not to be construed as an exhaustive statement of duties, responsibilities or physical 
requirements.  Nothing in this job description restricts management’s right to assign or reassign duties 
and responsibilities to this job at any time. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 

 


