
Adventure Coordinator 
£22,000 per annum | 37.5 hours per week | Feb 1st to October 31st 

 
 
Summary 
Reports to the General Manager and is accountable for TYF guides, freelance guides and 
hire assistants. The Adventure Coordinator is responsible for ensuring the delivery of 
high quality and safe adventure activities in a way that maximises the educational 
outcomes and promotes environmental sustainability.  
 
Responsibilities  

1. People management: 
- Recruiting, training, monitoring and supervising a team of guides, hire 

assistants and freelance guides 
- Manage and motivate the team in accordance with the TYF’s policies and 

recommendations 
- Conducting incident debriefs where necessary.  

 
2. Customer experience: 

- Ensure that customer experience is at the heart of everything you and your 
team do and this is delivered to the highest standard. 

- Ensure that you and your team project a professional and positive approach 
to all aspects of customer service, maximising guest satisfaction to 
encourage word of mouth referrals and repeat bookings.  

- Work with other staff on site to ensure smooth integration of activities and 
ensure that every opportunity to get the TYF’s message across to visitors is 
taken.  
 

3. Programme development & delivery 
- Working with the logistics coordinator to plan and organise activity 

programmes, produce educational materials. 
- Working with the wider team to develop new activities 
- Delivering outdoor activity programmes, adventures and classroom sessions 
- Driving groups and equipment to the activity sites using company vehicles 

and trailers 
-  

4. Equipment management: 
- Buying, maintaining and checking the safety of facilities and equipment 

 
5. Safety & Compliance: 

- Ensure that TYF has a current Adventurous Activity Licensing Service (AALS)                     
licence, and that its recommendations and regulations are adhered to. 

- Ensure that the welfare of staff, visitors and volunteers is regarded as                       
paramount, and that any relevant checks such as DBS are undertaken. 

- Ensure that the company Health and Safety policy is followed, in particular: 
- Risk Assessments are carried out and when necessary Technical                 

Advisors are consulted.  
- Record keeping meets TYF guidance and legal responsibilities.  
- Accident and incident report forms are written and filed correctly with                     

appropriate reporting to external organisations.  
- Specialist outdoor activity equipment is regularly checked and               

repaired/replaced when necessary 
 



 
 

- Vehicles are well maintained and regularly inspected plus all drivers are                     
suitably qualified. 

- Ensure adequate emergency action plans are in place with appropriate                   
training conducted.  

- Build and maintain strong relationships with appropriate organisations (i.e. 
National Trust Coasteering Concordat and Pembrokeshire Outdoor Charter 
Group) 

- Ensure that appropriate safeguarding procedures and training are in place.  
 

6. Other responsibilities 
- Work with office coordinator on budget 
- Attend training courses to keep qualifications up to date 
- work within the terms of their contract of employment and adhere to 

company policies.  
- Undertake any other duties as may reasonably be requested. 
- Attend industry events 

 
Skills 

- Excellent interpersonal skills with ability to communicate effectively at all levels. 
- Good IT and word-processing skills with knowledge of online booking systems. 
- Ability to multitask and prioritise your workload in a high pressure environment 
- Self motivated with the ability to work independently and as part of a wider team 
- Experience delivering adventure activities with young people, SEN learners and 

Adults.  
- Excellent physical fitness and a good state of health with high levels of energy and 

enthusiasm.  
- Proven leadership and decision making skills and previous experience of planning 

CPD sessions  
 
Qualifications  

- Hold a portfolio of higher level NGB awards appropriate to delivery of activities at 
TYF for example ML, RCI, WMIC, MCI, ASI, Sea Kayak Leader, Advanced first aid etc.  

- Full UK Driving Licence, ideally with D1 (Minibus) and E (Trailer) classifications.   
 

Experience 
- Five years working within outdoor education sector 
- Minimum 3 years experience of personnel management.  
- Previous experience monitoring staff, reviewing performance and conducting CPD. 
- Awareness of ecological and environmental issues. 


