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Our innovative and growing company is hiring for a global travel. We appreciate
you taking the time to review the list of qualifications and to apply for the
position. If you don't fill all of the qualifications, you may still be considered
depending on your level of experience.

Responsibilities for global travel

o Establish and negotiate agreements with travel services vendors, (Airlines,
Hotels, Car, Cards, ) monitoring performance, compliance and user
satisfaction

e Approve monthly Agency Performance bill monthly credit card charges as
reconciled by the Administrative Assistant

e Work closely with HR on relocation and housing projects

o Coordinates with Accounting for expense report payment procedures to
standardize and prevent out of policy expenses being paid for on back end

e Conduct hotel site inspections to confirm proximity and accessibility to plant
and airport meeting specific criteria to justify as preferential vendor

* Preview and approve data compiled and presented by Financial Administrator
at annual travel review meeting, providing input to such

e Address concerns with vendors in a timely manner

o Execute regional category strategies for Fleet, Travel, Meetings ( Meetings
for outside of the US)

» Negotiate contracts or rates with travel and feet service providers

o Escalate issues with credit card programs and charges

Qualifications for global travel

e Flexible and creative thinker with the ability to define business tradeoffs,
generates out-of-the-box solutions, manage uncertainty and anticipate the



Must be flexible and able to cope with change being confident working in a
fast paced environment

Superior communication and negotiation skills, interpersonal abilities,
including strategic influencing

University degree in Business, Economics, Marketing or Engineering
Bachelor's degree required, with an emphasis in Business, Finance or

Accounting Preferred



