Travel Consultant

JOB SUMMARY:

To provide information, advice,  plan itineraries, and make arrangements for both business and pleasure travelers.

ESSENTIAL FUNCTIONS:

1.
Discusses clients' desires, including dates of travel, destination, quality of accommodations, and any special wishes or physical restrictions.

2.
Provides literature and information about tours, cruises, or independent travel to different destinations so that clients can make an informed choice among their options.

3.
Plans possible itinerary and gets clients' approval.

4.
Makes bookings for travel and accommodations, taking advantage of most efficient routes and lowest available fares.

5.
Informs clients about luggage limits and insurance, medical considerations, and passport, visa, and currency requirements.

6.
Obtains tickets, vouchers, or confirmations as required.

7.
May collect payments or use client's credit card to guarantee payments.  Keeps records of all transactions.

QUALIFICATIONS:

1.
High school diploma or equivalency certificate.

2.
Graduate of a travel school or previous training and experience with the SABRE system.

3.
Good computer skills.

4.
Excellent customer service and organizational skills.

5.
Knowledge of travel geography and tourist destinations desirable.  Internet experience also helpful.

