Example of Travel Coordinator Job Description
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Our company is growing rapidly and is looking for a travel coordinator. Thank you
in advance for taking a look at the list of responsibilities and qualifications. We
look forward to reviewing your resume.

Responsibilities for travel coordinator

e Maintain travel & expense shared drives & SharePoint site (Visa reports,
receipts, completed travel profile & NRI travel request forms)

o Create/maintain/modify/delete all Concur profiles as needed

* NRI Relocation travel booking, receipt reconciliation, and distribution to NRI

e Assist Accounting, Finance, Tax, and Treasury teams with issues or changes
involving expenses and how they’re handled

e Process hotel direct bill applications for all GO's

e Month end bank transaction detail report for accrual, bank statement for
Accounts Payable

e Logistics planning for travel training

» Responsible for the daily execution of international and domestic
transportation logistics both individual and group bookings

« |dentify potentials to optimize the current travel process and help reduce
current flight costs

e Providing a seamless travel experience for our customers, in a fast growing

environment
Qualifications for travel coordinator

o At least 5 years of relevant experience in Business Travel Service Delivery
Teams, Project or relevance

e Strong Travel Operations knowledge with good understanding of travel
policy, processes, GSD and travel technology and booking tools



o Effective communication and interpersonal skills to interact with regional
clients and internal stakeholders

e Influencing and assertiveness with boldness to challenge status quo

* Self motivation, Flexible and adaptable to work in a virtual regional team



