Travel coordinators are responsible for sourcing, organizing, booking, tracking, and handling travel requests for an organization. They ensure that travel needs are met within the constraints of the company travel budget.

Travel coordinators are required to have knowledge of commonly-used concepts, practices, and procedures within a particular field. They rely on instructions and pre-established company guidelines to perform the functions of the job.

Typical work activities of a travel coordinator include: organizing travel requests; providing and researching travel options and providing final itineraries; liaising with other travel coordinators as required; booking flights, hotels, cars, trains, and all other travel-related activities; tracking travel expenses, reconciling travel costs, providing travel statements; arranging short term mobilisation for suitable accommodation; seeking and maintaining local knowledge as to best seasonal pricing and availability; setting up and maintaining vendor accounts; and managing visa, passport, and customs situations as required.

Applicants interested in the position of a travel coordinator must have: demonstrated experience in booking high-volume travel requests; excellent communication skills (written and verbal) and organizational skills; demonstrated ability to multi-task in a fast-paced work environment; outstanding problem-solving skills; and the ability to be on-call 24/7 for travel emergencies and urgent requests.

Travel coordinators also need to have: excellent client management skills, the ability to establish and build rapport with key industry personnel; firm understanding of providing excellence in internal customer service; and the ability to establish and maintain effective working relationships on all levels
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