
The Reading and Northern Railroad is seeking a Full-Time Assistant to the General Manager 
within our Passenger department!  
 
 

Duties include but are not limited to: 

1. Weekend work is a MUST, (person applying for this job must work weekends during passenger 

season but will get off 2 days during week.) 

2. Manage the Reading and Northern store and the RBMN RR website, this includes but is not 

limited to ordering product, taking and receiving orders, packing and shipping orders , inventory 

control, etc 

3. Quality control of all tourist passenger related areas, including periodically holding impromptu 

inspections of train cars, their conditions, decorations, employee behavior with customers, proper 

employee dress, anything that will enhance the passenger department to the public eye 

4.  Write reports on observations and give suggestions to improve 

5. Assist with advertising, working with the Passenger General manager & CEO in laying out ads 

and promotions, etc 

6. Assist with Marketing as directed by Passenger General Manager and CEO 

7. Work with top management on the website, help to improve appeal to general public and ease of 

movement in and around website. 

8. Must be a good executive letter writer and work with CEO to answer FAN mail he receives, 

finished letter product must be intelligently written so the CEO can read and sign 

9. Develop new business opportunities to meet trends  

10. Help develop and implement strategic sales plans  

11. Develop market analysis to identify customer needs, price schedules, and discount rates  

12. Stay current with client needs, competition, and industry trends  

13. Deliver sales presentations/proposals to management 

14. Develop and manage client & agency relationships  

15. Evaluate accounts  

16. Manage projects to make sure that they get completed in a timely manner   

  
Required Qualifications: 

 Excellent verbal and written communication skills  

 Demonstrated experience working in sales or marketing team environment  

 Strong organizational and follow-up skills  

 Above average desktop computer skills with experience in Microsoft Excel, Word, PowerPoint, 
Publisher and Outlook  

 Bachelor’s Degree or equivalent experience in sales, marketing, and/or business development.  
 
 

This will be a fast paced environment with an excellent benefit package and competitive wages.  For 
further information about the position and our company please visit our website at 
www.readingnorthern.com . You may fill out an application via our website and submit it along with a 
resume by email at HR@readingnorthern.com or mail it to PO Box 218 Port Clinton PA 19549.  
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