
 

 

Statement on the Co-operative Identity and Seven Principles 

Career Opportunity 
Title Inns North (Hotel) Support Officer  

Department/Division Business Support Services/Member Management Services 

Salary $4,125 - $4,853/month 

Location Home Office - 1645 Inkster Blvd, Winnipeg 

Other Permanent, full time, unionized 

 

Benefits of working at Arctic Co-ops include: 

 a competitive salary,  

 annual vacation (accrue 3 weeks of paid vacation time in first year),  

 employer-matched pension plan,  

 comprehensive group benefits plan,  

 career development opportunities,  

 annual performance plans,  

 and an environment where employees are encouraged, supported and 
recognized. 

 

Position Summary 

This position is responsible for assisting the Member Co-op hotels (Inns North) throughout the Canadian 
Arctic in maintaining standards in all areas of hotel operations. This position is a member of a team, 
working closely with District Support Advisors and other support staff to assist Member Co-ops 
operate efficient, effective and profitable hotels in the Canadian Arctic.  In addition, maintaining and 
updating existing training programs for Co-op staff, on-site training of staff, and the maintenance of a 
system to monitor food/labor costs, and margins is required. 

 

Duties and Responsibilities 

 Maintain monitoring and operational systems for each hotel that will be used by District Support 
Advisors, and other traveling staff to ensure standards are met; 

 Liaise with existing Inns North Support Officer, District Support Advisors, General Managers and 
Hotel Managers so as to ensure objectives and operational goals are achieved; 

 Maintain and evaluate the effectiveness of standards listed in the Inns North program. Make 
recommendations on revising and upgrading standards as deemed necessary; 

 Manage and revise training materials/programs for all departments within each hotel; 

 Provide training and orientation for hotel staff as required; 

 Provide training on Hotel Reservation System to new staff and ongoing support to existing staff; 

 Marketing of the Inns North Brand including the monitoring and updating of the 

http://www.arcticco-op.com/about_co-ops-statement.htm


www.innsnorth.com site and reservations; 

 Evaluate new industry trends and analysis how they affect the Inns North Hotels; 

 Provide operational support to hotels during peak occupancy or transitional periods;      

 Ensure all licensing and legal requirements are maintained for the Inns North group; 

 Assist Member Co-ops with the creation of budgets for hotel operations, hotel facility evaluations, 
and employee placements; 

 Ensure all hotels are meeting the targets for food and labor costs and work with the management to 
analyze the profitability of the Hotels;  

 Assist hotel management and staff with ensuring optimal inventory management and purchasing 
through the merchandising division; 

 Assist in the development, implementation and maintenance of standard decor, signage, uniforms, 
menus, and brochures, ensuring programs are being maintained throughout the hotel group; 

 Assist in meal planning, creation and development of menus with the Food Services Support 
Specialist; 

 Maintain a database of information on each location, including food/labor costing, margins, shipping 
schedules, etc.;  

 Maintain appropriate credit policies, billing and collections procedures are in place for all Inns North 
locations, including training on management of Accounts Receivables for hotel managers; 

 Develop policies and procedures for the Inns North Hotels; 

 Represent the Inns North Hotels at Tradeshows and Conferences; 

 Other duties and responsibilities as assigned. 

  

Qualifications 

 Formal hospitality accreditation from a recognized post secondary institute would be an asset; 

 3-5 years experience in the hospitality industry in a management capacity; 

 Proven background in general hotel administration. Food services background an asset; 

 Ability to work in all aspects of a hotel and restaurant operation; 

 Excellent communication skills and ability to work as a team; 

 Strong written communication skills;  

 Proven ability to work in a cross-cultural setting; 

 Experience with training and development is an asset; 

 Positive attitude and hands on mentality to ensure continued growth and development of the Inns 
North program; 

 POS experience and knowledge required; 

 Good understanding of PC applications including Word and Excel; 

 Proven commitment to personal growth and development;  

 Ability to travel extensively throughout the Arctic as required.  

 

We'd love for you to join us! 

Applications accepted via email to Human Resources or by fax 204-632-8575 

For more information you can visit our website and follow us on LinkedIn 

http://www.innsnorth.com/
mailto:humanresources@arctic.coop
http://www.arcticco-op.com/
https://www.linkedin.com/company/arctic-co-operatives-ltd-

