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Title: Partner Division: Administrative Coordinator 
The goal of the Multi-Day Tours Partner Division is to deliver the highest level of client support for all 
partner business. The AOA Multi-day Partner Division Administrative Coordinator will have their focus on planning and supporting 
multi-day trip services such as hotels, restaurants and other vendors associated with operating a trip.  This role will also extend to 
research and information delivery in support of new trip development.  This position is responsible for the final paperwork 
associated with our field operations staff and guides, in addition to responding in a timely, positive, and professional manner to 
requests made by their direct supervisor, fellow teammates and company management.  
 
About Arizona Outback Adventures (AOA) 
Since 1997, Arizona Outback Adventures (AOA) has been the premier provider of multi-day guided backcountry adventures in the 
American Southwest as well as high-performance bike rentals and single-day guided adventure trips in the Phoenix metro area. AOA 
offers a unique brand of adventure travel by bringing a focused professionalism to the outdoor travel industry.  
 
Position Start Date:  As soon as possible 
Position Commitment:  Full Time 
 
Compensation:  AOA will pay a competitive hourly wage based on the selected candidate’s experience and existing skill set relevant 
to the position.  Excellent employee benefits package including comprehensive medical with optional dental and vision insurance, 
SIMPLE IRA pre-tax retirement plan with employer match, short term disability insurance. Professional equipment purchase access is 
available upon annual review or when merited. 
 
Basic Qualifications: 

 College-level reasoning and language skills 

 Business communication skills: read, write, speak English fluently 

 40 wpm typing (corrected) 

 Working knowledge of word processing software – Microsoft Word, Excel, PowerPoint, Google Docs, Google Sheets 

 General office skills: multi-line phones, filing systems, form typing, letter format, punctuation 

 Ability to communicate effectively with the public and other staff members 
 
Candidate Profile:  
The ideal candidate for this role is motivated to produce high quality results, takes great pride in their work, and is proactive about 
improving upon the work environment and culture of the company.  This candidate must be capable of working independently 
without significant direct supervision and has the ability to anticipate upcoming needs and plan accordingly. They must enjoy the 
camaraderie of an energetic and diverse team, possess a passion for cycling/outdoor adventure activities, be independently driven, 
and understand AOA’s mission.  The candidate must possess the following: 
 

 A passion about working for AOA and a love for active travel and the natural world 

 Administrative experience is required 

 Tourism Industry, Adventure Travel or Event Planning experience is a plus 

 Strict attention to detail and adept at proofreading 

 Strong ability to interact positively and productively with clients & fellow staff 

 Proven problem-solving, multi-tasking, time management and project management skills 

 Familiarity with camping, backpacking and cycling equipment 

 Naturally curious with a desire to learn new skills/techniques 

 Flexible and adaptable personality 

 Creativity involving writing, graphic design, formatting or photography a plus 

 General understanding of basic business principals  

 Ability to work in a fast-paced environment and as a team 

 Valid driver’s license in good standing 
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Primary responsibilities: 

 Continuous development of in-depth knowledge of AOA trips and services, policies, procedures and systems 

 Promptly follow-up on requests for information from Management, Marketing, Accounting and Operations 

 Synchronize with other divisions to develop and follow through on the trip planning process 

 Develop and maintain a close relationship with outside vendors/affiliates  

 Research, reserve, adjust and reconfirm hotel, campground and restaurant reservations 

 Set and track reminders for multiple deadlines throughout the year 

 Communicate rooming lists and final payments with all vendors 

 Maintain, proof-read and update trip-related partner documents seasonally and on an as-needed basis 

 Collect and review all guest information from our partners in a timely manner; identify & gather missing info as needed 

 Compile trip details on Guide information sheets (GISTs) for operating trips using event management software 

 Organize and create all trip binders for the guides; relay all departure specific information to guides 

 Maintain and update databases of itinerary and guest related info 

 Receive and process all trip documents and binders post trip; review all guest surveys, post trip reports and incident reports 

 Create and or revise systems and procedures by analyzing operating practices 

 Weekend work hours as required  

 Other projects and duties as necessary or assigned 
 

Secondary responsibilities: 

 Assisting with prepping trips as requested 

 Familiarization and scout trips as necessary to become knowledgeable of our services 

 Assist with trip development and creating new itineraries 
 
 
 
Possible career development opportunities 
Arizona Outback Adventures (AOA) is a rapidly growing, evolving and innovative tour operator. Successful candidates will have the 
opportunity to assume greater responsibility and receive commensurately greater compensation and potential profit sharing 
opportunities.  
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