
REGIONAL TRIPS COORDINATOR
J O B  D E S C R I P T I O N

Title: Regional Trips Coordinator
Team: Logistics
Position Tyle: Full-Time, Year-Round

Since 1973, Wilderness Adventures (WA) has provided outdoor trip and travel programs for 11-18 year olds. From whitewater kay-
aking to backpacking, rock climbing to language study, surfing to scuba diving, WA offers immersive year-round programs 10-70 
days long around the globe. Rooted in character and leadership skill development, students will find fun, adventure, new friends, 
fantastic role models, and memories to last a lifetime during their experience. This is a great opportunity to enhance skills in orga-
nization, multi-tasking, communications, and learn about marketing and logistical planning for outdoor adventure programs. 

POSITION DESCRIPTION:
The Regional Coordinator position specializes in the coordination and execution of Wilderness Adventures trips in their geograph-
ical area. In addition to the logistical focus of this job, the position also works with families to support their needs in the months 
prior to the trip. When needed they may assist the sales team with marketing and may assist the staffing director with interviewing 
potential candidates for employment.

DUTIES
-Plan logistics for trips. This position will coordinate the lodging, transportation, gear, excursions, and activities for programs.
-Continue to review, develop, and refine WA trips within region and associated policies and educational information.
-Serve as liaison to all contracted partners within region. This includes the vetting and evaluation of these organizations and serv-
ing as the point of contact with these organizations.
-Create logistical reference binders for all trips within region.
-Create, collect, and manage all participant paperwork, including waivers, in this region.
-Work on the maintenance and management of gear for Wilderness Adventures.
-Participate in the ‘on call team’ during the summer months. Summer months require work hours outside of a typical work week, 
as our office is staffed 24/7. 
-Participate in the on-going training of the summer staff team including staff week (at the beginning of the summer), continual 
coaching throughout the summer, and engagement after the summer.
-Assist Staffing Director with staff hiring process by interviewing candidates.
-Assist sales team with sales calls throughout the year.
-Assist  with answering phone calls.
-Work with sales team to properly advertise and publicize trips in region.
-Manage and coordinate the logistics of student travel.
-May require travel to specific region for research and development.

KNOWLEDGE, SKILLS, and ABILITIES
-Superb organizational skills. A significant part of this job will be the organization of the logistical aspects of our operation. Atten-
tion to detail is a critical skill needed on our team.
-A great teammate. We are a small office that all works together on all projects. We are looking for someone who can come on 
board and support our team. Excellent communication and critical thinking skills are required.
-An excellent communicator. Wilderness Adventures is continually growing and evolving to meet best practices, provide excellent 
experiences for our students and staff, and engage with families and our community in positive way. Flexibility to participate in a 
variety of activities to meet these goals is necessary.
-Coachable. None of us in the office are set in our ways, and the person in this position will be expected to grow and learn and 
evolve with us as an organization.
-Bachelor’s degree required, or equivalent demonstrated experience.
-Proficient in Microsoft Office, specifically spreadsheets and reporting tools, database management, and typing and data-entry 
skills.
-Fluent written and spoken English required, fluency in French and/or Spanish a plus.
-Driver’s License required.
-Regularly work within the WA normal hours of operation of 8:00 a.m. to 5:00 p.m., as well as some Saturdays in the winter and 
spring. In the summer months, a summer schedule is established which will be outside the scope of these set days to include 



weekend and extended hours (both AM and PM).

WORK ENVIRONMENT / PHYSICAL REQUIREMENTS
-Regularly required to talk and hear; frequently required to sit; and frequently required to stand and walk.
-Physical demands related to travel.
-This job occasionally requires lifting or moving up to 10 pounds.
-Specific vision abilities required by this job include close vision, distance vision, and color vision.

TO APPLY
This is a full-time, 12 month position beginning as soon as possible. To apply, please send a cover letter, resume, and list of 
references to our team at jobs@wildernessadventures.com. For more information about the program, please visit wildernes-
sadventures.com


