Anderson Valley Education Foundation

Sponsors Job Description 2009

Job Title: Hospitality Assistant

Supervisor / Sponsor: Terry McMillan, Director, Wellspring Renewal Center

Location of Internship: Wellspring Renewal Center 18450 Ray’s Rd. in Philo 

Dates & hours: Wellspring is open 7 days a week. Intern Hours can be negotiated, however we do need interns to be available at least one weekend day or evening. 7/26-8/3 We have our largest program of the year and we request that our interns be available for at least part of this week.
Duties & Job Activities: All Wellspring staff become “multi-taskers” and will be crossed-trained between the office, kitchen and housekeeping depts. We work as a team at Wellspring. The Hospitality Assistant will have varied duties depending on the group that is visiting and the day and time of their shift. The intern will help in the office with phones and reservations. When guests arrive interns will help check them in, take payments, update Wellspring staff  when guests make changes to meal service or other scheduled times, will orient guests to our center on arrival and show folks to their rooms. Typically a good deal of guest contact…Often the hospitality staff will be called upon to answer facility questions, assist if guests need everything from Band-Aids to extra blankets. Communication skills and follow through are very important skills for this position. The hospitality staff will help prepare the facility for guest arrival-sometimes this includes setting up the dining room, making coffee, arranging flowers for the cabins and dining tables. Hospitality personnel will help with some meal service and also be required to help with clean up and resetting the facility for the next group.
Desirable Qualities and Skills: see above…especially the “multi-tasking” part…The hospitality staff needs to be clean and neatly dressed but ready for varied tasks. An open, upbeat personality is a must. Wellspring hosts a wide variety of religious and cultural groups.
