
   
 

Job Title: Sales & Reservations Associate FSLA: Non-exempt 

Department: Sales Date: March 2017 

 
Position Overview 
The Sales & Reservations Associate is responsible for supporting the sales team in lodging and Luxury Catered 
Chalet reservations, concierge services, responding to inquiries, answering telephones and overall office 
administrative assistance. This position requires extensive knowledge of our properties, sales procedures and 
general office operations. The Sales & Reservations Associate must be able to effectively manage their time to 
meet deadlines while being faced with frequent distractions and interruptions.  
This position is a sales and customer service role and requires strong interpersonal communication skills (both 
written and verbal) in interacting with guests, senior-management, vendors and all Moving Mountains employees 
and contractors. The Sales & Reservations Associate must also be able to handle a high pressure work environment 
while maintaining a high standard of service, able to type at least 40 words per minute, become proficient with 
RDP, ACT!, Microsoft Word, Excel and Outlook, and must already possess or be willing to learn the local knowledge 
of Steamboat Springs. Previous sales experience required.  
 
Knowledge of Moving Mountains 

 Familiar with the inventory of all homes, components and amenities 

 Knowledge and ability to communicate vacation packages, activities and Luxury Catered Chalet details 

 Understanding and commitment to the goals of Moving Mountains to provide the very best vacation 
experiences possible to our guests 

 Proficient with office procedures with regards to invoicing and billing for all services provided by Moving 
Mountains 

 General knowledge and understanding of the individual departmental functions of the company 
 
Essential Job Functions 

 Provide thorough information and assistance to guests regarding their vacation 

 Knowledge and ability to sell the Luxury Catered Chalet package and services offered by Moving 
Mountains (eg; what is included, how it works, why this is a great selling proposition) 

 Understanding and ability to sell and negotiate with prospective guests 

 Assist with processing sales for all Moving Mountains properties  

 Monitoring of guest feedback and finding solutions within the Moving Mountains team to solve 
challenges 

 Timely response to guest questions in a proper and professional manner 

 Preparing pre-arrival and check in documentation 

 Provide assistance with the complete vacation planning prior to guest arrival 

 Ability to understand and meet the guest’s needs throughout the booking process, pre-arrival 
preparation, check in process, during the stay, check-out and post check-out 

 Solid ski industry and local Steamboat knowledge to answer a wide range of questions from guests 

 Maintain accurate measures for recording all documentation, guest information, guest history and 
booking information  

 
Non-Essential Job Functions 
Ongoing 

 Responsible for updating all reservation calendars 

 Updating Property Booking Manager 

 Assist in tasks related to onboarding new properties 



   
 

 Maintain general office supplies and inventory 

 Responsible for attending weekly meeting, taking notes and distributing to management team 
Daily 

 Answering phone calls and responding to email/phone inquiries within 2 hours 

 Maintain accurate work hours by clocking in and out on a daily basis 

 Receive and accurately distribute packages from USPS, UPS and FedEx 

 Responsible for front office: stocking of supplies, including food and beverages, cleaning kitchen area, 
keeping area neat and clean 

 
Physical Requirements 

 Must be able to type at least 40 words per minute 

 Must be able to sit for long periods of time; approximately 8-10 hours 

 Ability to drive a Suburban (required) and Shuttle (if needed) in inclement weather & road conditions 

 Ability to lift up to 25 pounds 

 Valid driver’s license that meets our driver standard policy 

 Drug screen required 
 
Equipment/Programs Used 

 V12 

 Salesforce 

 Microsoft Outlook 

 Microsoft Word 

 Microsoft Excel 

 Moving Mountains Website 

 ShiftPlanning Scheduling Program 

 
Other Skills and Abilities 

 Familiarity and competency with software including V12, Salesforce Excel, Word, Outlook, & QuickBooks 

 Knowledge of local activities and events 

 Knowledge of Ski Industry 

 Excellent verbal and written skills  

 Ability to work with a diverse clientele 

 Self-motivated, strong initiative and ability to work independently 

 Ability to multitask  

 Meticulous record keeping, documentation of client contact and accurate data entry  
 
Education, training and experience 

1. Formal education or equivalent 
a. BA in Tourism, Recreation, Hospitality or Sales or 2 Years of experience in hospitality or sales in a 

luxury market 
b. Prior experience required 

i. Previous sales and/or hospitality industry experience required 
ii. Luxury vacation market 

iii. Ski industry 
iv. Local knowledge 
v. Bilingual (Preferred) 

 

NOTE:  This job description is not intended to be all-inclusive. Employee may perform other related duties 

as needed to meet the ongoing needs of the organization. This job description in no way implies that 

these are the only duties to be performed.  

 


