
GayDays® Reservation & Ticketing Specialist 

Department: Reservations / Guest Services / Ticketing 
Reports To: GayDays® Executive Producer / Owner 
Works Closely With: Hotel Reservations Director/Manager, Ambassador Coordinator, VIP 
Events Producer, Entertainment Creative Director, Finance/Accounting Support & 
GayDays® Management 
Event: GayDays® Orlando 

Position Overview 

The GayDays® Reservation & Ticketing Specialist is responsible for managing the guest 
reservation process from the time a reservation is created through arrival, check-in, and 
final reconciliation. 

This position oversees hotel reservations, room assignments, invoicing, refunds, 
reservation documentation, guest communication, online reservation promotions, 
staff-room coordination, and online ticket sales administration. 

The Reservation & Ticketing Specialist serves as one of the primary contacts between 
GayDays® and the host hotel's reservations team and is responsible for maintaining 
accurate records, protecting guest information, and ensuring guests receive clear and 
consistent information regarding their reservation, payment obligations, tickets, and arrival 
experience. 

The goal of this position is to create a reservation process that is accurate, organized, 
guest-friendly, financially responsible, and easy to understand. 

Reservation Management 

The Reservation & Ticketing Specialist is responsible for maintaining accurate GayDays® 
reservation records. 

Responsibilities include: 

• Create and maintain guest reservations. 

• Review reservations for accuracy. 

• Track reservation status. 

• Maintain guest contact information. 

• Track arrival and departure dates. 

• Track room types and special room requests. 



• Maintain reservation confirmation numbers. 

• Track payment status and outstanding balances. 

• Monitor reservations on payment plans. 

• Maintain records of cancellations and modifications. 

• Document reservation changes. 

• Resolve duplicate or incomplete reservations. 

• Maintain an accurate master reservation database. 

• Reconcile GayDays® reservation records with hotel reservation records.  

Hotel Coordination 

The Reservation & Ticketing Specialist will work closely with the Hotel Reservations 
Director/Manager and other designated hotel contacts. 

Responsibilities include: 

• Maintain regular communication regarding room inventory. 

• Coordinate reservation transfers and updates. 

• Resolve discrepancies between GayDays® and hotel records. 

• Review room-type availability. 

• Coordinate room assignments when applicable. 

• Communicate special guest requirements. 

• Coordinate staff and talent room assignments. 

• Monitor room-block pickup. 

• Identify oversell or inventory concerns. 

• Review arrival and departure information. 

• Coordinate reservation reports prior to event week. 

• Escalate significant hotel reservation concerns to GayDays® management.  

Room Assignments 

The Specialist is responsible for coordinating room assignments when GayDays® controls 
or influences room placement. 



This may include: 

• Guest room assignments. 

• VIP room assignments. 

• Talent rooms. 

• Staff rooms. 

• Producer rooms. 

• Complimentary rooms. 

• Contestant rooms when applicable. 

• Accessible room requests. 

• Special placement requests. 

• Pool-view or other premium-room categories. 

The Specialist should work with the hotel to accommodate requests whenever reasonably 
possible without promising room placements that have not been confirmed.  

Staff & Talent Room Coordination 

The Reservation & Ticketing Specialist will maintain records for all approved staff, 
producer, talent, and complimentary hotel rooms. 

Responsibilities include: 

• Maintain a list of approved staff and talent rooms. 

• Confirm arrival and departure dates. 

• Track room nights. 

• Track whether rooms are paid, complimentary, or internally allocated.  

• Coordinate roommate assignments when applicable. 

• Communicate room assignments to appropriate personnel. 

• Track changes. 

• Prevent unauthorized additions to the staff room list. 

• Provide management with room-cost information when requested. 

• Reconcile staff and talent room usage following the event. 



Invoicing 

The Specialist is responsible for creating and maintaining guest invoices associated with 
GayDays® reservations and related purchases. 

Responsibilities include: 

• Create accurate invoices. 

• Apply payments correctly. 

• Track outstanding balances. 

• Apply approved discounts and promotional codes. 

• Add approved reservation extras. 

• Maintain invoice numbers and payment records. 

• Correct invoice discrepancies. 

• Provide updated invoices when reservations change. 

• Maintain supporting documentation. 

• Ensure reservation totals match approved rates and packages. 

• Communicate payment deadlines to guests. 

Payment Plans 

When GayDays® offers payment plans, the Reservation & Ticketing Specialist will help 
administer those plans. 

Responsibilities include: 

• Explain payment-plan terms. 

• Track scheduled payments. 

• Monitor missed or failed payments. 

• Communicate outstanding balances. 

• Maintain records of payment-plan agreements. 

• Ensure final-payment deadlines are communicated. 

• Identify reservations at risk of cancellation. 

• Escalate payment disputes or unusual exceptions to management.  



Refunds 

The Specialist is responsible for processing or coordinating approved refunds. 

Responsibilities include: 

• Verify that a refund is authorized. 

• Confirm the correct amount. 

• Process refunds through the approved payment system. 

• Document the reason for the refund. 

• Maintain a refund log. 

• Communicate refund confirmation to the guest. 

• Advise guests of expected processing times when known. 

• Report significant refund activity to management. 

• Never issue an unauthorized refund or financial adjustment.  

Reservation Policies & Documentation 

The Reservation & Ticketing Specialist is responsible for maintaining current 
documentation of GayDays® reservation policies. 

Documents may include: 

• Reservation terms and conditions. 

• Deposit policies. 

• Payment-plan terms. 

• Cancellation policies. 

• Refund policies. 

• Name-change policies. 

• Room-transfer procedures. 

• Upgrade policies. 

• Complimentary-room policies. 

• Staff-room procedures. 



• Ticket policies. 

• Guest check-in requirements. 

• Identification requirements. 

• Resort or hotel-specific policies. 

• Special-event admission requirements. 

Policies should be written clearly and reviewed regularly so guests and staff receive 
consistent information. 

Guest Communication Before Arrival 

The Specialist will communicate with guests before GayDays® to ensure they understand 
what to expect. 

Pre-arrival communications may include: 

• Reservation confirmation. 

• Outstanding balance reminders. 

• Check-in instructions. 

• Hotel address and arrival information. 

• Parking information. 

• Guest registration requirements. 

• Wristband or credential procedures. 

• Ticket pickup information. 

• Special event information. 

• VIP information when applicable. 

• Hotel policies. 

• What identification or documentation guests should bring. 

• Important deadlines. 

• Event-week contact information. 

• Other information that may reduce confusion upon arrival. 

Check-In Process Development 



The Reservation & Ticketing Specialist will help design and maintain the GayDays® guest 
check-in process. 

Responsibilities include: 

• Develop clear check-in procedures. 

• Determine required reservation verification. 

• Coordinate guest lists. 

• Establish credential or wristband distribution procedures. 

• Develop procedures for reservation exceptions. 

• Coordinate with the Ambassador Coordinator regarding check-in staffing. 

• Train or provide materials for staff assisting with check-in. 

• Establish escalation procedures. 

• Work with hotel staff to avoid duplication or confusion between hotel check-in and 
GayDays® event registration. 

• Help create an efficient process that reduces wait times and guest frustration.  

Online Ticket Sales 

The Reservation & Ticketing Specialist is responsible for overseeing the administrative side 
of GayDays® online ticket sales. 

Responsibilities include: 

• Maintain ticket products in the approved online sales system. 

• Confirm ticket names, dates, descriptions, and prices are accurate.  

• Monitor ticket inventory and sales. 

• Apply approved promotional codes. 

• Maintain records of complimentary tickets. 

• Track refunds and exchanges. 

• Monitor failed or incomplete ticket transactions. 

• Coordinate ticket lists for event staff. 

• Maintain guest purchase records. 



• Resolve routine ticketing issues. 

• Coordinate ticketing policies with GayDays® management.  

• Provide ticket sales reports when requested. 

The Specialist should coordinate with the Ambassador Coordinator regarding onsite ticket 
scanning, ticket taking, and guest entry procedures. 

Online Reservation Promotions 

The Specialist will support online promotions designed to increase hotel reservations 
and ticket sales. 

Responsibilities may include: 

• Identify periods when reservation pickup is slower than expected.  

• Recommend promotional opportunities to management. 

• Help create reservation-focused social media content. 

• Promote available room types and packages. 

• Communicate reservation deadlines. 

• Promote payment-plan opportunities. 

• Promote approved discount codes. 

• Encourage guests to book before rates or availability change.  

• Coordinate with GayDays® marketing to ensure promotions contain accurate 
reservation information. 

Reservation Inventory & Sales Monitoring 

The Specialist should regularly monitor booking activity and provide useful information to 
management. 

This may include: 

• Rooms reserved. 

• Room nights booked. 

• Available room inventory. 

• Room-type availability. 



• Payment status. 

• Reservation pickup. 

• Average length of stay. 

• Complimentary room usage. 

• Staff and talent room usage. 

• Ticket sales. 

• Event sell-through. 

• Refund activity. 

• Cancellation activity. 

• Promotional-code usage. 

Complimentary Reservations & Tickets 

The Reservation & Ticketing Specialist will maintain accurate records of complimentary 
hotel rooms and tickets. 

Responsibilities include: 

• Require proper authorization. 

• Maintain a comp log. 

• Record who approved the comp. 

• Track the value of complimentary reservations or tickets. 

• Prevent unauthorized issuance. 

• Coordinate approved changes. 

• Provide reports to management when requested. 

Reservation Changes & Audit Trail 

All significant reservation and ticket changes should be documented.  

This includes: 

• Room changes. 

• Date changes. 



• Guest-name changes. 

• Upgrades. 

• Downgrades. 

• Discounts. 

• Refunds. 

• Complimentary tickets. 

• Complimentary rooms. 

• Ticket transfers. 

• Special exceptions. 

• Management-authorized adjustments. 

The Specialist should maintain enough documentation to determine what changed, when 
it changed, and who approved it. 

Guest Privacy & Data Security 

Because this position handles sensitive guest and payment-related information, the 
Specialist must maintain a high standard of confidentiality. 

The Specialist should: 

• Protect guest contact information. 

• Limit access to reservation records. 

• Never share payment information unnecessarily. 

• Follow approved payment-processing procedures. 

• Avoid storing full payment-card information outside approved systems. 

• Protect hotel room assignments from unnecessary disclosure. 

• Maintain confidentiality regarding VIPs, talent, staff, and other guests.  

• Immediately report suspected privacy or data-security concerns. 

Event-Week Responsibilities 

During GayDays® Weekend, the Reservation & Ticketing Specialist serves as a key 
escalation point for reservation and ticketing issues. 



Responsibilities include: 

• Support guest check-in. 

• Resolve reservation discrepancies. 

• Coordinate with the hotel front desk. 

• Address ticketing problems. 

• Review approved changes. 

• Maintain accurate records. 

• Monitor room availability. 

• Coordinate staff and talent rooms. 

• Assist with refund or payment concerns. 

• Provide updated guest lists when required. 

• Support management with reservation-related decisions. 

Post-Event Reconciliation 

Following GayDays®, the Specialist should help close out reservation and ticketing 
operations. 

Responsibilities include: 

• Reconcile hotel reservations with GayDays® records. 

• Confirm final room-night usage. 

• Review staff and complimentary rooms. 

• Reconcile ticket sales. 

• Review refunds and adjustments. 

• Identify unresolved balances. 

• Document no-shows and cancellations. 

• Archive applicable reports. 

• Identify process improvements for the following year. 

• Provide management with final reservation and ticketing information.  



Daily & Periodic Reporting 

The Reservation & Ticketing Specialist should provide management with regular reporting 
during the planning cycle and more frequent updates as the event approaches.  

Reports may include: 

• Reservation count. 

• Room nights. 

• Revenue collected. 

• Outstanding balances. 

• Payment-plan status. 

• Available inventory. 

• Staff and talent room usage. 

• Complimentary rooms. 

• Ticket sales. 

• Complimentary tickets. 

• Refunds. 

• Cancellations. 

• Reservation problems requiring management attention. 

Significant problems should be communicated immediately rather than waiting for a 
scheduled report. 

Decision-Making Authority 

The Reservation & Ticketing Specialist is expected to resolve routine reservation and 
ticketing matters independently within approved policies. 

The Specialist may make reasonable decisions regarding:  

• Routine reservation corrections. 

• Standard invoice updates. 

• Approved room assignments. 

• Check-in troubleshooting. 



• Guest communication. 

• Ticket record corrections. 

• Staff-room coordination. 

The Specialist should obtain management approval for: 

• Unapproved refunds. 

• Major discounts. 

• Complimentary rooms or tickets. 

• Exceptions to published policies. 

• Financial write-offs. 

• Significant upgrades. 

• Changes with major financial impact. 

• Commitments outside approved hotel inventory or contracts. 

Professional Conduct 

The Reservation & Ticketing Specialist represents GayDays® during many important guest 
interactions and is expected to remain: 

• Professional. 

• Accurate. 

• Patient. 

• Positive. 

• Responsive. 

• Solution-oriented. 

• Guest-focused. 

• Confidential. 

Reservation problems can be stressful for guests. The Specialist should work to resolve 
concerns without creating unnecessary conflict or making promises that cannot be 
fulfilled. 

Qualifications & Expectations 



The ideal Reservation & Ticketing Specialist should demonstrate:  

• Strong organizational skills. 

• Excellent attention to detail. 

• Experience with reservations, hotels, ticketing, or guest services.  

• Strong written and verbal communication. 

• Comfort working with reservation databases and spreadsheets.  

• Ability to create and reconcile invoices. 

• Basic understanding of payment processing and refunds. 

• Strong customer-service skills. 

• Ability to maintain accurate financial records. 

• Ability to work collaboratively with hotel reservation personnel.  

• Ability to manage multiple deadlines. 

• Strong problem-solving skills. 

• Ability to protect confidential guest information. 

• Ability to remain calm during high-volume arrival periods. 

• Willingness to work extended hours during GayDays® event week.  

Preferred / Bonus Experience 

Experience with the following systems is considered a strong bonus: 

• Wix Website 

• Wix Hotels 

• Wix Events or other online ticketing tools 

• SwipeSimple payment processing 

• Online invoicing and payment systems 

• Hotel reservation platforms 

• CRM or guest database systems 

• Spreadsheet-based reservation tracking 



Candidates who already have experience using Wix and SwipeSimple may be able to 
transition more quickly into GayDays® reservation, ticketing, invoicing, and payment 
workflows. 

Standard of Success 

A successful GayDays® Reservation & Ticketing Specialist makes the reservation process 
feel simple to the guest even when the work behind the scenes is complex. 

Guests should know what they purchased, what they owe, where they are staying, what 
tickets they have, and what to expect when they arrive. 

The hotel should receive accurate reservation information. Management should 
understand room pickup, revenue, inventory, complimentary usage, refunds, and ticket 
sales. Staff and talent rooms should be organized. Changes should be documented. 
Check-in should operate smoothly. 

The Reservation & Ticketing Specialist's goal is to ensure that every reservation and ticket 
represents more than a transaction—it represents a guest who should arrive at GayDays® 
feeling expected, prepared, and ready to enjoy the weekend. 

 


