Example of Travel Coordinator Job Description
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Our growing company is looking for a travel coordinator. Please review the list of
responsibilities and qualifications. While this is our ideal list, we will consider
candidates that do not necessarily have all of the qualifications, but have sufficient
experience and talent.

Responsibilities for travel coordinator

e Own creation, maintenance, locking and validating of Material and Hardware
Matrix

e Own creation, maintenance, and reporting of product sample request

e Manage and track Wear Test and fit for purpose sample requests

e Supports the initiation and management of PBVR & product revision notice

e Manage product functionality details in Tools of the Trade

e Support and manage all costing activities in ecVision costing module

e Implement and coordinate projects and initiatives aimed at improving
margins

e Ensure yields are confirmed to support costing process and RMRP

o Able to perform efficiently in a high pressure, fast paced environment

e 1-3 years’ experience in a product development - Bags or Accessories
preferred

Qualifications for travel coordinator

e A minimum of 5 years of experience in a corporate travel environment
inclusive of experience arranging complex international travel reservations

e Detailed oriented with excellent interpersonal and customer service skills

e Understanding of Federal Travel Regulations

e Business or Economics degree

e Occasionally (1/3 of the time or less) walk for prolonged periods (including



e Minimum 2+ years of business experience preferably in marketing, sales
and/or customer relations as a beauty advisor or counter manager



