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JOB DESCRIPTION 

CONTRACT TOUR GUIDE 
 

Tour Guide Mission Statement 
“Our mission is to ensure a safe, fun and educational experience for all our guests, 

highlighting the natural and cultural diversity of Belize.” 
 

Code of Conduct:  
My job is to serve the guests and visitors of Monkey Bay Wildlife Sanctuary.  I pledge to 
use my training and knowledge of the outdoors and to act reasonably and responsibly at 
all times in an effort to minimize risks for participants and myself. In the process of 
fulfilling my responsibilities, I will come into contact with privileged, confidential 
information. I will divulge this information on a need-to-know basis only, and only to the 
proper individuals. By failing to uphold and honor the rules, policies, and procedures 
written in the Procedures Manual, I qualify for termination of employment.  
 
 
Tour Guide Position Overview 
As a Tour Guide for Monkey Bay Wildlife Sanctuary, you will be providing key services 
to our primary clients: Study Abroad Experiential Learning Student Groups and their 
Faculty and Overnight Guests.  You are a forward facing member of our team, in direct 
contact with clients as you provide educational and logistical services.  Your 
performance as part of our team directly impacts the organization as a whole.  Tour 
Guides work under the supervision and direction of the Tour Operations Manager and 
work closely with our Programming Department and Front Desk/Office to deliver safe, 
fun and educational experiences. 
 
Training/Knowledge Requirements: 

- Belize Tourism Board Tour Guide Certification (Valid at all times) 
- Valid Commercial Driver’s License (If applicable) 
- Belizean Natural History Knowledge 
- First Aid Certification, with Advanced Certifications as requested by Monkey Bay 

Wildlife Sanctuary a plus 
 
Physical Requirements: 
Tour Guides are encouraged to maintain a high level of physical fitness in order to meet 
the challenges of a wide variety of activities and excursions.  Tour Guides must be 
competent swimmers if they are to participate in any water based excursions. 
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Tour Guide’s Responsibilities and Tasks: 
 
Customer Service 
Tour Guides are required to have excellent customer service skills as they will be 
working directly with guests, students and group leaders.  
 
 
 
Excellent customer service requires the ability to: 
 

1. Work directly with guests 
2. Anticipate and understand guest’s needs 
3. Listen actively and communicate effectively with peers, supervisors, 

subordinates, other service providers as well as outside organizations when they 
represent Monkey Bay Wildlife Sanctuary 

4. Communicate effectively via radio, telephone, email, in writing as well as in 
person. 

5. Gather, interpret, explain and apply new information 
6. Resolve conflicts 
7. Provide directions 
8. Establish and maintain authentic interpersonal relationships 
9. Hold oneself to high standards of excellence at all times 
10.Demonstrate professionalism in performance and behavior on the job 
11.Serves with honesty and integrity in all aspects of their behavior. 
12.Appreciates the opportunity to learn as well as teach 

 
Leardership & Instruction 
As a Tour Guide, you will be relied upon to lead your guests in an organized, 
knowledgeable, safe and service oriented manner.  
 
Here is an outline of important aspects of your job: 
 

● Create Tour Blueprints 
In order to ensure the highest level of quality and safety while on tour, Tour 
Blueprints must be created that: 

1. Outline the educational and experiential objectives of the tour 
2. Identify, anticipate and plan for possible hazards 
3. Outline safety protocols and safety equipment required 
4. Record routes to be taken while on tour 
5. Identify ‘Bench Marks’ for the tour 

 
● Learn, Practice & Apply Safety Protocols & Procedures 
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1. All Tour Guides receive Basic First Aid Training during their certification. 
In a continued effort to achieve standards of excellence beyond minimum 
industry requirements, Monkey Bay Wildlife Sanctuary requests and may 
require that Contract Tour Guides receive certification in advanced First 
Aid and Rescue Training such as; Wilderness First Aid, Swift Water 
Rescue, High Angle, etc.  

2. Tour Guides are required to provide First Aid for both physical and 
emotional trauma to the best of their training and abilities under the 
circumstances of the situation.  During an emergency, Tour Guides will be 
called upon to participate as well as create and lead an emergency 
response strategy. 

3. Tour Guides must carry a First Aid Kit on their person and in their vehicle 
at all times.  Tour Guides are responsible for tracking the use of any 
inventory and for restocking first aid kits prior to returning them. 

4. All Tour Guides are expected to be familiar with Safety Protocols & 
Procedures of Monkey Bay Wildlife Sanctuary and the Belize Tourism 
Board.  This includes Tour Guide to Guest ratios on excursions. 

5. All Tour Guides must be familiar with safety equipment used during 
excursions and must be able to issue safety equipment accurately, 
demonstrate the correct usage of said safety equipment as well as enforce 
the use of safety equipment at all times during excursions. 

6. All Tour Guides are required to continuously monitor and assess the 
safety of activities they are leading and take corrective measures required 
to maintain the highest level of safety standards. 

7. In conjunction with our Tour Operations and Programming Department, 
Tour Guides will be required to monitor exposure risks such as weather 
patterns and other environmental factors, social factors and health factors 
and respond promptly and effectively to mitigate risk to themselves and 
their guests. 

8. Tour Guides may be required to follow emergency protocols established 
by Monkey Bay Wildlife Sanctuary and should be familiar with emergency 
protocols and their implementation.  

9. Continually participate in evaluation sessions and discuss feedback with 
supervisor. 

10.Recognize and enforces policies and procedures. 
11.Manage and redirect group behavior when necessary. 
12.Exhibit consistent and appropriate behavior.  
13.Maintain open lines of communication with participants, group 

leaders, fellow guides, and tour operations manager for your trip 
and keep these individuals informed of any changes that occur. 
 

14.  Maintain contact with supervisor during the trip. 
15.Actively seek feedback on your performance as a Tour Guide. 
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16.Ensure that all trip information is up to date in the Blue Print / Master Tour 
Checklist. 

17.Assists in trip organization, planning and preparation 
 
 

● Educate and Teach 
As a Tour Guide, you will be leading experiential learning groups and guests who have 
may have general, as well as more specific, learning goals.  It is important to be able to; 
 

1. Identify these goals within the educational activities planned and share your 
knowledge effectively and appropriately 

2. Identify points of interest 
3. Be able to explain processes and operations effectively 
4. Learn and practice effective and engaging public speaking skills 
5. Rehearse and plan educational material and commentary 
6. Maintain and update relevant knowledge in these areas and others: 

- Birds 
- Mammals 
- Reptiles 
- Amphibians 
- Plants - Herbal Uses 
- Ecosystems of Belize 
- Conservation in Belize - Areas of Concern & Action 
- History of Belize  
- Cultures of Belize 
- Geology of Belize  
- Locations across Belize that Monkey Bay utilizes 
- Local and Global Weather Patterns 
- Areas of Special Interest to individual guides 

7. Many of our programs are lead by a PHD expert in their field so guides must 
remember to be willing and able to learn from these persons to enrich their own 
knowledge. 
 
Working as part of a Team 
As a Tour Guide, you will need to know when to lead and when to follow.  This requires 
a high level of social intelligence and a complete understanding of your role within the 
group dynamic as well as the organizational dynamic.  Tour Guides must work with their 
peers, supervisors and subordinates in a collaborative, constructive and respectful 
manner.  It is important to continually assess one’s own performance, the performance 
of others and overall organizational performance in an objective and constructive way in 
order to continue to work toward high levels of excellence.  
 
Accounting 
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Some Contract Tour Guides receive pouches with contingency money and payments as 
required by the itinerary of each group and excursion.  The Office Manager and 
Accounts Manager prepare these money pouches.  Tour Guides must sign for and 
receive all pouches and pouch contents prior to departure on excursions. 
 
Tour Guides are responsible for: 

- The security of this pouch to prevent theft or loss 
- Purchasing items  
- Delivering, Receiving and signing invoices 
- Collecting and Delivering receipts 
- Tracking all usage of contingency money via receipts and cash vouchers 
- Returning pouches to the General Manager or Accounts Clerk 

 
Tour Operations Excursion Equipment Usage & Maintenance 
Prior to, during and after excursions, Tour Guides will: 

- Assess the equipment needs for each excursion 
- Complete an equipment sign out form for each excursion 
- Gather and prepare all equipment needed for the excursion 
- Distribute all equipment needed for the excursion 
- Demonstrate the best practices for the use of excursion equipment 
- Collect and return all excursion equipment  
- Check all equipment is returned and assess condition on sign out sheet 
- Clean all equipment according to established procedures 
- Store and secure all equipment  according to established procedures 

 
Drive Motor Vehicles  
Tour Guides may be required to drive as part of their job and are expected to drive in 
accordance with the laws of the road and the standards of safety established by 
Monkey Bay Wildlife Sanctuary.  Vehicle and Assigned Driver Schedules will be created 
and distributed by the Tour Operations Manager. 
 
Tour Guides who drive motor vehicles must: 
 

1. Have a valid Commercial Driver’s License  
2. Obey traffic laws 
3. Drive defensively 
4. Have basic mechanical skills (check fluids, change a tire, etc.) 
5. Complete a vehicle inspection checklist form on vehicle prior to departure 
6. Load all required equipment for overnight, camping and remote campus locations 
7. Study and rehearse Emergency Protocols for a Vehicular Emergency 
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Time Management 
As a Tour Guide, you will be a key player in the accurate and effective implementation 
of itineraries and schedules developed by clients and our Programming Department.  In 
order to ensure the highest quality experience, you will be required to manage time 
effectively to guarantee the delivery of service.  Tour Guides begin work at the time 
assigned.  Late arrival or absence (without appropriate notice) is detrimental to the kind 
of services we provide to clients and translates to lost productivity and company 
finances, which will be handled in accordance to company policies and labor laws.  
 
 

 
 


