Example of Travel Specialist Job Description
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Our company is searching for experienced candidates for the position of travel
specialist. 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 travel specialist

e Fully vet and explore any new product / packaging ideas, partnership
opportunities, that pertain to this category regardless of where in the
organization the idea may have originated from, with a view to growing both
topline and category-specific revenue

 Drives product innovation based upon needs of clients in this advertiser
category

e Work closely with the Ad Solutions team to develop category specific
solutions

e Update and Track all Pre-Travel Approvals, Travel Orders, Travel Vouchers,
and APACS

» Prepare and submit travel requests via Share Point site

e Prepare and submit travel orders and vouchers in the Defense Travel System

» Notify Branch Heads for final review/approval

» Track and notify personnel of approvals

» Prepare and submit APACS Country Clearance Requests

e Distributed daily/weekly Travel Action Reports

Qualifications for travel specialist
 Strong interpersonal skills with a variety of people from different

backgrounds

e Current or recent travel agency/airline experience



e Proficient with fare rules
A passion for using technology to tell stories and engage audiences



