
 Retreats Coordinator  
      Status: Full-time Salaried 

      Department: Retreats 
      Reports to: Director of Retreats  

                      Date Revised: 4/13/2018 
 

PURPOSE 
To coordinate and execute all of the communication, logistics, facilities, and staff involved in providing Camp Cho-Yeh retreat 
guests with a high quality, seamless experience, in fulfillment of Camp Cho-Yeh’s mission. 
 

GENERAL RESPONSIBILITIES 
 

Event Coordination 
 Pre-Arrival:  

- Work with group leaders to gather all necessary information from group leaders. 
- Schedule available resources to meet group needs (staffing, A/V, recreation, etc.) 
- Communicate group needs to all related departments. 

 During Events:  
  - Provide leadership, communication, and development to Waypointers and event staff.  
  - Troubleshoot logistical challenges and emergencies that arise. 
  - Coordinate group evaluation process, invoicing, and rebooking. 
  - Communicate changing needs to related departments. 
  - Actively participate in group servicing as needed. 
 Post Event: 
  - Write group Thank You notes. 
  - Follow up with group by phone to debrief the experience for future events and to address any issues. 
  - Coordinate rebooking process with a goal of creating long term ministry partners. 
Staff Supervision 
 Waypoint:  
  - Assist in, training, caring for, and supervising seasonal interns. 
  - Work with Intern Coordinator to cover group set-up, servicing, and hosting needs. 
  - Assist in overall care for and development of interns. 
 Event Staff (casual/hourly employees): 

- Assist the Adventure and Recreation Manager in recruiting, hiring, training, and supervising event staff for 
recreational/retreat needs. 

  - Develop event staff schedules in coordination with the other retreat coordinator. 
  - Assist in overall program of staff development, discipleship, supervision, and care. 
Additional Areas of Focus: 

- Assist in the development and execution of various marketing efforts including but not limited to creating marketing 
materials, cross promotion with Summer Camp, web site maintenance, tours, promotional events, sales, follow-up 
calling, and visits to user groups. 
- Work with Retreats Department staff to continually evaluate and refine retreat hosting and servicing methodology 
and training. 
- Other tasks as assigned or needed. 

  

REQUIREMENTS 
- College degree and/or significant equivalent career experience in guest relations, sales, marketing, business, or 

related area. 
- Strong office experience, with excellent computer and database skills. 
- Excellent people service and communication skills, with the ability to provide service and streamline processes 

without compromising the integrity of the department or Camp Cho-Yeh and its policies and procedures.  
- Able to accomplish assigned projects and tasks through other staff; utilizing excellent communication (written and 

verbal), project management, time management and collaboration skills. 
- Able to work independently without a high need for direct supervision. 
- Able to perform high quality, detailed work within assigned deadlines. 
- Able to think strategically and be able to focus on the accomplishment of current priorities.  
- Leadership ability in order to correctly guide guest experiences and expectations. 
- Available for business travel as requested. 
- Available to regularly work weekends and holidays. 
- Signed, personal agreement with Camp Cho-Yeh’s Statement of Faith and Mission Statement. 

 

I’ve read and received a copy of my job description. I understand this overrides anything I have been given or told in the past. I 
further understand that I am expected to follow my job as it is outline above and if I have any questions concerning what is 
expected of me, I will speak with my immediate supervisor.  
 
Signature            Date     

 



DEPARTMENTAL ROLES AND RESPONSIBILITIES 
 

Director of Retreats – Guy Bratton 
 Oversees the retreats department.  Key focus areas include marketing, reporting, trend analysis and strategizing, 
development of systems, refinement of policies and procedures, major account management, staff coordination, leadership 
team contributions, and discretionary practices within retreats.  The Director of Retreats oversees the Guest Retreats 
Reservations Managers, the 2 Retreat Coordinators, and has significant input to the Intern Coordinator role.   
 

Guest Retreats Reservations Manager & Associate – Amy Guntzel/Kasey Ernst 
 The Reservations Manager’s focus is on scheduling groups, writing contracts, invoicing and reconciling the financial 
and administrative aspects of retreats.  Many of these tasks overlap with other department members, but the Reservations 
Manger is the quality assurance and financial accountability piece.  She is also more keenly focused on new groups as the care 
for returning groups shifts to more of the coordinators’ role.  In the fall, the Reservations Manager will also have an active role 
in the care and nurture of Event Managers.  In booking groups, the Reservations Manager will typically track a group until a 
signed contract and deposit have been received. 
 
Lead Retreat Coordinator – Jeff Williams 
Retreat Coordinator – Vacant 
 The retreat coordinators take over group care once a contract is completed.  They are the unified point of contact for 
most aspects of a group’s experience.  This includes but is not limited to pre-arrival schedule management, staff scheduling, 
special dietary needs information, paperwork tracking, and resource scheduling.  Recreation staffing is located by the retreat 
coordinators and scheduled to cover group needs.  Special meal requests as well as meal numbers and anything affecting food 
service is coordinated with the Food Service Director.  Anything related to facility usage is communicated to our Housekeeping 
staff, etc.  The coordination of many details that are frequently changing is key to this role. 
 During events, the Retreat Coordinators oversee our Interns and hourly staff (in coordination with our Adventure and 
Recreation Manager) to cover all recreation and other guest services during the event itself.  The Retreat Coordinator is also 
focused on the development of a long term relational connection with group leaders in order to drive high retention of groups 
and strong ministry outcomes.  Many other details are handled during events, and the Retreat Coordinator is the main person 
responsible for the smooth facilitation of all the pieces of the puzzle. 
 
Waypoint Interns 
 These seasonal staff members are the hands and feet of guest service at Camp Cho-Yeh.  They are hired and 
supervised primarily by the Intern Coordinator, and will rotate through various roles at camp.  We seek to invest in them and 
grow them while filling a wide array of needs around camp.  This is a shared role across departments, but the major logistical 
piece falls to the intern coordinator. 
  
APPROXIMATE ESTIMATE OF A TYPICAL WORK SCHEDULE 
 

The schedule below represents our standard model of how the two Retreat Coordinators function in tandem to service groups 
and cover midweek needs while protecting life balance through not working every weekend.  This schedule is subject to change 
and will need to vary seasonally, but is included to give an idea of how we approach these positions.   
 

      Monday Tuesday Wednesday Thursday Friday Saturday Sunday  

                    

Week 1 RC1   on on on off on on on 

  RC2   off on on on on off off 

                    

Week 2 RC1   off on on on on off off 

  RC2   on on on off on on on 

                    

Week 3 RC1   on on on off on on on 

  RC2   off on on on on off off 

                    

Week 4 RC1   off on on on on off off 

  RC2   on on on off on on on 

 


