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Visitor Services Supervisor
Full-Time | $25 per hour
Destination Osoyoos Development Society
Osoyoos, BC
Destination Osoyoos is one of British Columbia’s dynamic Destination Marketing Organizations, committed to establishing Osoyoos as a must-visit destination. We are seeking a confident, service-driven leader to join our team as Visitor Services Supervisor.
This is a full-time position requiring weekend and holiday availability and does not offer remote work.
Position Overview
Reporting directly to the Visitor Services Manager, the Visitor Services Supervisor plays a key leadership role in supporting frontline visitor engagement, supervising staff, managing daily Visitor Centre operations, and assisting with retail and tourism reporting functions.
Core responsibilities include training, scheduling, and supervising Visitor Centre staff; managing visitor communications both in person and online; overseeing daily operations including opening/closing procedures, visitor data management, brochure inventory, and event calendar updates; and supporting retail operations such as receiving, stocking, inventory control, and POS management.
Key Responsibilities
Visitor Communications & Staff Leadership
Greet visitors, respond to inquiries, and assist customers with purchases
Train, schedule, supervise, and support Visitor Centre staff
Oversee visitor communications via phone, email, Live Chat, and in person
Conduct employee interviews and performance evaluations
Develop and maintain Visitor Services manuals, guidelines, and procedures
Operations, Reporting & Administration
Ensure an organized and efficient office and retail environment
Enter visitor data and compile reports on visitor trends
Support survey activities and stakeholder reporting
Perform call-arounds and create supporting Salesforce reports
Review and respond to online reviews (Google, TripAdvisor, etc.)
Assist with Board and Destination BC reporting
Oversee and maintain all visitor print materials, including brochures, rack cards, maps, and in-house visitor information printouts
Manage and maintain printed event calendars, ensuring submissions are accurate and up to date
Support tourism research and occupancy reporting projects
Attend relevant conferences, meetings, webinars and company events
Retail & Inventory Management
Support retail operations including POS, receiving, stocking, and inventory management
Manage brochure and racking policies and procedures
Coordinate Visitor Centre events such as open houses and shopping parties
Required Qualifications
Minimum 3 years customer-service experience
Experience in a retail environment is an asset
Minimum 2 years experience managing staff (2–6 people) is required
Strong knowledge of retail operations including POS systems and inventory management
General knowledge of and passion for Osoyoos and the surrounding area
Strong leadership and problem-solving skills
Excellent communication and writing skills
Demonstrated experience using Microsoft Office 365 (Word, Excel, PowerPoint, Outlook) is required
Demonstrated experience working with Adobe Acrobat is required
Knowledge of Salesforce is an asset
Ability to work independently and collaboratively
Willingness to work flexible hours, including occasional evenings
Legal authorization to work in Canada and ability to commute to the Visitor Centre in Osoyoos
Additional assets include experience using Dropbox, Zoom, Canva, and basic graphic design skills.
How to Apply
Please forward your resume and a cover letter outlining why this position appeals to you and how you meet the required skills and qualifications listed above to:
Liz Dryer,  ldryer@destinationosoyoos.com. No phone calls, please.
We appreciate the time and effort invested in applying. Due to the specific technical requirements of this role — including experience with Microsoft Office 365, Adobe and knowledge of Salesforce — priority will be given to candidates who clearly meet these qualifications.
While we carefully review every application, only those whose skills and experience most closely align with the position requirements will be contacted for next steps. Thank you for your interest in this opportunity.
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