
Job Posting – Assistant Manager, Cona Vacation Getaways  

Cona Vacation Getaways is two-fold: It includes The Cona Hostel in downtown Courtenay and 

vacation rentals on Mount Washington. This position aims to oversee all operations with a primary 

focus on Mount Washington and includes administrative responsibilities. While not the main role, 

cleaning is a part of every position at Cona Vacation Getaways. 

Full-time position. The regular days of work are Friday to Monday with a floating day(s) on Tuesday to 

Thursday as required. 

Hours of operation are from 8:00am to 9:00pm. Typically, cleaning shifts at the hostel run from 9:00am 

to 12:00pm, at the vacation rentals from 11:00am to 4:00pm, and front desk clerk shifts at the hostel 

run 4:00pm to 9:00pm. The successful candidate may be required to fill any of these while taking care 

of any administrative duties during these times. 

The ideal candidate is physically fit and a hard worker. This job can very demanding and involves lots 

of stairs. This position requires a good working knowledge of computers and includes a combination 

of in-field work and desk work. An attention to detail and good organization skills are imperative and 

professional communication is critical. Most importantly, the ideal candidate is very flexible with their 

time as the work schedule is determined by the fluctuating vacation rentals.  

• 32+ hours per week with an average of at least 35 hours per week over the course of time. 

• Christmas is the only guaranteed day off during the ski season. Summer holidays in July or 

August must be coordinated with owners well in advance. 

• Averaging agreement to be signed. 

The ideal candidate must possess the following: 

• A cell phone with a good texting and data plan – texting is the main form of communication 

between employees and with the management.  
• A company phone is provided for use during your shifts but is set to forward to other 

responsible employees when not on shift. 

• Good communication skills, strong organizational skills and an attention to detail. 
• The ability to manage other people and train them to adhere to our systems and routines. Be 

coachable, and coach others to be the same. 

• Comfortable working alone. 

• Current criminal record check 

• Current driver’s license valid in Canada  

• Comfortable with minor repairs and small hand tools, i.e. plugged toilet or a piece of art falls 

off the wall, you should be able to remedy the issue 

• Self-motivated, comfortable taking initiative and being accountable for your decisions 

• A valid work permit (overseas applicants only) 

• Flexibility to meet the needs of the ever-changing housekeeping schedule 

• SUV with snow tires may be provided for shifts at Mount Washington – applicant must be 

comfortable driving in winter conditions. 

Duties include: 

• Supervising other housekeepers’ quality of work and enabling good working relationships 

between all cleaning staff 

• Administrative assistant to owners. This includes some invoicing, ensuring housekeeping reports 

are filed correctly, and monitoring the end of day results. 

• Monitoring the bookings on an ongoing basis. 

• Training additional housekeeping staff. 
• Monitoring staff timesheets.  

• Front desk duties and cleaning duties as required. 

• Some marketing, particularly social media. 

• Hiring. 

• Purchase orders. 

Base wage for this role is $18-$20/hour. Bonuses. Remuneration commensurate with experience. Other 

taxable benefits provided by The Cona Hostel.  


