
Office Manager  
 
Paddler Co-op is looking to add an Office Manager to our 2021 team!  
 
We are searching for an applicant that is friendly, inclusive, community oriented, has some 
knowledge/experience of white water paddling, and a solid understanding of basic computer 
software (word, excel, email). The successful applicant would have experience with customer 
relations, working as part of a team, understanding of accounting principles and business 
administrative practices, social media and marketing, and a keen interest in the outdoors! 
 
Mostly, we value individuals who are open-minded, willing to learn and goal driven. Paddler 
Co-op will provide job-specific training and mentorship opportunities, plus the chance to change 
the world and make a difference in people’s lives, one adventure at a time. This could be an 
exciting opportunity to grow with our not-for-profit, member-owned cooperative with career 
potential! 
 
The responsibilities for this position include: 
❖ Embody and emulate the Paddler Co-op mission 
❖ Providing knowledgeable and flexible member service 
❖ Program sales and thorough understanding of service offerings 
❖ Processing payments and POS 
❖ Booking and scheduling courses 
❖ Liaison between member bookings and staff  
❖ Welcoming campers and reception 
❖ Managing campsite reservations 
❖ Fundraising and grant writing 
❖ Event planning 
❖ Social media and marketing 
❖ Accounting and bookkeeping 
❖ Data management and reporting 
❖ Additional flexible duties as the need arises 

 
 
This position begins as early as March 1st, 2021, on a work-from-home basis, followed by an 
in-person role, working in our office, located in Palmer Rapids, ON during our operating season 
from May - Oct with the potential for year-round employment. Compensation for the position is 
based on experience and abilities and ranges from 18$/hour - 25$/hour with yearly performance 
review and incentive opportunities. A two year commitment in this role is preferred with a wage 
increase after the first year.  
 

 
Our team values: 
❖ Folks who embody the spirit and culture of Paddler Co-op 
❖ Growth-oriented, positive, open mindset 



❖ Inclusive nature 
❖ Social Responsibility 
❖ Accessibility 
❖ Team oriented (community) 
❖ Trust 
❖ Patience and empathy 
❖ Leadership  
❖ Versatility  

 
Greater consideration will be given to applicants with ability and skills applicable to the role:  
❖ Experience with any of the listed role responsibilities 
❖ Proficient problem solving skills 
❖ Independent and team worker 
❖ Able to communicate our love and passion for whitewater 
❖ Strong communication skills  
❖ Driver’s license & vehicle 
❖ 2 year commitment 

 
If you think Paddler Co-op is the right place for you, please email your resume and two 
professional references to info@paddlerco-op.ca. Please include a cover letter outlining your 
personal and professional goals and indicate how they relate to the well-being and future of 
Paddler Co-op.  
 
Thanks for expressing interest in becoming a part of the Paddler Co-op Team for summer 2021! 
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