
Assistant Manager 2022 (2 people required) 
Assistants to Owner of Ski Kaos, a Small Snow Travel Business 
 

I require 2 assistants to start ASAP: 
 Likely job start is late-April or early May 

 The office is located in Neutral Bay ~250metres from Military Rd. 

 One job will be temporary until at least late-August, more likely well into September. 

 The other job will likely be full time permanent (if not then until mid-September) 

 You must have had significant experience skiing or snowboarding. 

This presents you with a great opportunity for hands–on experience in helping to run a small and complex 
travel business. Although small, the business is innovative and highly specialised. The business will grow and 
expand over the next few years.  The position is also a great opportunity to learn a great deal about running an 
entire business. 

 The Temporary Job: At the end of this period, your experiences and newly acquired skills will be 
uniquely valuable to any larger firm as well as other small businesses. Such skills would never be 
attainable whilst working for a larger firm. 

 The Permanent Job: In addition to acquiring new skills and valuable experience, your role will 
develop over future years as the business expands and we take on board new staff. 

 Note: The job roles will be 95% the same as each other until September when the permanent role will 
expand into other areas. 

A grass-roots level fluency of computers is essential, very good maths skills, and substantial knowledge of 
Windows with a good level of competency with Excel. Also it’s notable that a lot of work is emailing using 
Outlook. Skills in certain other software are also useful. Even better if you can also program in HTML and PHP. 
 
A natural attention to detail is critical as most of the work must be meticulous — small errors in the travel 
industry can prove very costly. You work needs to be very neat and tidy. 
 
The temporary role will last until at least August 26

th
 although it will likely extend until 16

th
 September, possibly 

later.  Several previous people I’ve hired went and skied overseas during summer and returned to work again 
for a second Aussie season afterwards. 
 
Whilst many people would suit the role, it is also ideal for a recent graduate; the temporary role alone serves 
very well as the experience in your CV that most employers insist graduates already have. It’s not necessary 
you are a graduate, the role has been filled successfully by people with very different mixes of qualifications 
and levels of experience in the past. 
 
IT’S LIKELY TO BE UNUSUAL WORK HOURS & DAYS: 

 All pay will be per hour worked, so long hours = more pay 

 Both roles will involve co-operation & agreements to be reached on hours and days of the week. Once 
we get into the busier part of the year I need to have 7 days per week covered using 2 people. 

 In 2017 (as an example): Person A worked Mon 9am-7pm, Tue 9am-7pm, Wed 9am-2pm, Sun 
10am-4pm. Person B worked Wed Noon-7pm, Thu 9am-7pm, Fri 9am – 7pm, Sat 10am-5pm. 

 In 2018 (another example): both assistants worked it out between themselves on an ongoing basis 
(planning ahead ~2 weeks in advance), they swapped days & hours to suit each other but it worked out 
well overall. 

 Longer & shorter hours are also an option as one person may want to work more than the other. 

 I'm open to various scenarios as it really depends upon what days & times 2 different people can cover 
between them. EG: an option is one person working 9-5 and the other doing w/e and some/all 
evenings. 

 There are a lot of combinations so it’s really a case of when you can or can’t work and how this fits in 
with other suitable preferred candidates. 

 If you are strictly after a M-F 9-5 job then by all means apply, but please do be clear about this. 

 Once the snow season peters out I only need the permanent person to stay on. At this stage days & 
hours may need to change somewhat but it’s still open for discussion and I'm open to begin very 
flexible as the nature of the work changes over the off-season. 
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About the Business 

There are two parts to the business (1)We take bookings for apartments in Thredbo and Jindabyne; (2)We run 
bus + accommodation package trips to the Snowy Mountains. Some of the accommodation we manage 
ourselves (manage meaning cleaners, maintenance, check ins etc). The business began from a university ski 
club I founded in 1989, I turned it into a business after graduation in 1991. The business is Snowtime Tours Pty 
Ltd but it trades under the name “Ski Kaos”. 
 
Most seasons we take approximately 600 accommodation (holiday apartment) bookings, and also take about 
450 people on bus trips. Most customers stay in Thredbo, a small proportion in Jindabyne. Total annual sales 
are about $1.5mil. We have an extensive customer base with ~35,000 people on our email list. 
 
You can get an idea about the business if you have a look at our website www.skikaos.com.au  
 

The Work Environment 

The business is run from a dedicated 4th floor home office in Neutral Bay 250meters from Military Rd. The 
home office is very well–equipped but only large enough for 2 people at any one time. Parking is never a 
problem, and it's 250m from Military Rd (ie: near bus stops etc). When it's warm I work in shorts and a T–shirt 
but once it's cooler I usually wear jeans - so you can dress how you like. 
 
I am interested in good, accurate down-to-earth professional work, and results as opposed to 
formality.   “Professional” in my opinion is getting the job done well with efficiency and no loose ends. 
 

What is the Potential of a Permanent Fulltime Job? 

Over summer I may expand the business as well as into some other areas. This will create a year-round role 
for managing & handling enquiries & bookings and dealing with suppliers. More on this can be discussed at an 
interview but the existing business is all-important prior to September. 
 

Job Description 

Most work is administrative in nature – phone calls (in & out), emails, data entry, and taking bookings, but there 
is a lot of other work on the side.  The work is quite varied and it changes weekly as the ski season approaches. 
Many duties are complex while others are simple & routine. You will learn as you go because different tasks 
come up the closer we get to winter and the closer we get to our first bus trips of winter. 
 

Familiarisation Trip 
ASAP, usually in early May, both new assistants will go to Thredbo & Jindabyne on a (paid) familiarisation trip 
together. Usually this means taking my car and spending 2-3 days in Thredbo & Jindy (staying in one of our 
properties).  Even if you already know the area backwards you will need to see & get familiar with all our 
properties so it’s an important trip. There are also some errands to complete whilst there. 
 

Duties & Skills 

Essential 

 An interest in skiing or snowboarding – expand on this in your application covering letter. 

 Perfect English. 

 General office duties and administration (mail, filing, computer backup etc.) 

 Take telephone bookings, liaise with clients and enter details into PC. Good excel skills needed for this 

 Reception – handle and log phone enquiries from customers; email out brochures, manage snail mail. 

 Extremely organised and methodical: always tidy up and puts things away – this must be in your 
nature. 

 Processing bookings & on-line banking (most bookings are emailed). 

 Setting up new properties ready for bookings on on-line travel websites (eg: AirBNB Stayz etc) 

 Good phone manner and communication skills; most people who call are calling about our bus 
trips – these are mostly for 18-35s (uni students, office workers etc) so you’d need to be able 
to relate well to them. Conversely people who just book accommodation with us (eg: families) 
tend to email us so they don’t account for very many phone calls, but lots of emails. 

 Manage reservations and process bookings into the master booking data file/s, which are in the form 
of an “active” Excel spreadsheet. (By ‘active’ I mean you don’t do data entry by filling in the blanks - 
you have to understand the spreadsheet design. I can’t afford mistakes). 
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Minimum computer skills 

 Essential you are “fluent” with computers (Windows, no Macs in the office). 

 Very good maths skills 

 Significant experience using Excel. 

 E-mails, preferably experience using Outlook. 

 Essentially you must know computers well as the business is highly computerised. Many of the 
methods used to run the business require fast and error–free use of various programs. 

 
Not Expected but Desirable 

 Familiarity with the Snowy Mountains; have you visited Jindabyne and skied Thredbo or Perisher? If 
not you will learn a lot on the May famil trip. 

 Google Adwords campaign management 

 Google Remarketing campaign experience 

 Facebook adverts experience 

 HTML, FTP, CSS, Javascript, PHP – pleae advise if you have skills in web programming 

 Linux Server (CentOS) with Plesk (a long shot you would have these skills) 

 Bookkeeping – handle the journals and ledgers. 

 Management accounting / cost accounting skills or experience. 

 Tour guiding, tour directing, knowledge of tour operations 
 

Work Hours 
Before 2014 the role was a 9 – 5:30 job with an hour for lunch and the requirement to work the odd Saturday 
during snow season.  If this is what you are after by all means do apply for this job. 
 
But back in 2014 I hired a second person as one was not enough. I also needed as much of the 7-day clock 
covered as possible. See the first page for details on work hours. 
 
The more flexible you are with hours & days the better. Likewise the longer you can work on your actual 
work-days is advantageous. 
 
The office is large enough for only 2 people here at one time. If you are wanting a 9 - 5:30 job then this can work 
for you but if you are interested in more ubiquitous hours then you can work in with each other.  Ideally I’m 
looking to knit 3 people’s hours (including my own) so work is evened out between us to cover later hours & 
weekends. Between us we cover these hours.  Notably its preferable if you can do weekends (with some 
weekdays off in lieu) and also helpful if if you are a morning person but it’s not essential. Personally I start very 
late each day (~2pm) and work till ~5am (my body clock is wired wrong), but I am looking to cover different 
hours of the clock including weekends. But as noted if you are purely after 9-5 M-F hours then that’s okay. 
Likewise if you want to work 4 long days per week and have 3 days per week off that can work very 
well too. I've also had assistants who have worked 60+ hours a week as they wanted a lot of hours. 
 
Do NOT apply if you need to take a week off before late-August I have previously interviewed people who 
wasted hours of my time because they waited to tell me at the very end that they must have a week off in July 
which utterly defeats the purpose of hiring someone as it’s the #1 time you are needed. 
 

Remuneration 
Since the job is temporary you will be paid for every hour you work 
$35 – $45 flat rate per hour (+statutory superannuation on top of this) 
 
As you can tell from the pay range, I am prepared to consider a wide range of candidates. Pay would be at a flat 
hourly rate. You must be prepared to commit to work until at least 26

th
 August. There would be a trial period (at 

full pay) before we mutually agree to this commitment.  
 

Pay rate is open, as it will depend upon the following: 

 Your present or recent earnings 

 Your experience and qualifications 

 How efficiently you perform 

 Which tasks you can perform 

 Skill levels 
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Are You Interested? 



 Emailed applications only 

 Please do not telephone! 

 I will get your application and it will get my attention – I check the spam/junk folders also. 

 If there are lots of applications (like past years) I will not be able to send out rejection emails.  

 If you want to sure I got it, then (when you e-mail your application) ask for a “read receipt” within your 
email program. 

 Sorry, but the truth is that if I had the time to send replies or take calls I wouldn’t even need assistants. 
 

E-mail your CV and covering letter to: 
 
Bruce Doig, Ski Kaos 
 

E-mail   
 

Some notes added after receiving past year’s applications: 
 

1. I will not even contemplate employing someone who hasn’t skied or snowboarded a decent amount. 
 

2. Please do not apply without a proper intro/covering letter (either in the e-mail text or attached). If you send your CV 
alone with only a few lines of text (no cover letter or equivalent in the email’s text) then it will be deleted without being 
read. I only read CVs when the covering letter appeals to me. If the covering letter looks generic I probably won’t be 
interested. 

 
3. The job is 75% PC related and it would be great (certainly not essential) if I can find someone who has (for example) 

had their own PCs and had experience messing about installing an operating system from scratch, fixing bugs, can 
use device manager, maybe changed a hard drive etc…, better than run of the mill training in the use of excel & other 
programs. 

 
4. Being organised is also very important to the job. If you are used to a disorganised desk then you may not be suitable 

for the job. 
 
5. If you look up our phone number and try to telephone in regards to the job your application will be deleted and no 

longer considered.  
 
6. Please let me know what class of driver’s license you hold, or let me know if you don’t have a licence. Also note if you 

have a car or not. It’s not essential, just helpful to know. 
 

7. I need to know what suburb you live in, do not omit this information. If you may be moving from where you are not then 
please elaborate. 

 


