
 

 

JOB DESCRIPTION 

Position: After Sales/Admin & Ops Consultant 

Reporting to (title): After Sales/Admin & Ops Supervisor 

Department: Sales Department 

Division: Sales Division 

 

 

 

MAIN RESPONSIBILITIES 

 
 To provide a complete ‘After Sales’ service to the Reservations Department – to commence 

immediately upon the agents instruction to proceed with a new booking 

 

 To book/amend and service low cost flights (Europe), plus service all departments hotel and ground 

requests and liaise with all suppliers until all aspects of a booking are confirmed in writing. 

 

 To assist the Supervisor in devising and the implantation of a revised work flow process, including 

adoption of Dolphin vendor communications + XML bookings and follow up 

 

 To pro-actively administer all aspects of Carrier travel arrangements and lead your peers by 

positive example, and carry out designated tasks as requested by your Supervisor 

 

 To ensure errors are kept to a minimum, consistent attention to detail and time management 

applied to all daily tasks.  

 

 To be able to produce accurate documents, paying particular attention to the use of grammar 

and spelling 

 

 Be a great team player, offer support to your colleagues and always help their clients as 

required 

 

 Offer constructive ideas, feedback and support to your Supervisor. 

 

 To aim to hit, and surpass your weekly despatch targets 

 

 Provide support and assistance for other teams when necessary 

 

 To provide exemplary customer service at all times  

 

 

 



 

 

 

 

OBJECTIVES OF ROLE 

 

 To ensure all aspects of a new booking are confirmed to the agents within 24 hours, or if 

longer to provide constant feedback to clients and team as to progress 

 To ensure that you assist the team in achieving the weekly document dispatch targets 

 To be able to achieve your individual work goals 

 To be able to do your job effectively and efficiently 

 To maintain your own personal level of expertise, both technically and product knowledge. 

 To assist the Supervisor to reduce errors year on year for your team contributing towards an 

exceptional level of service for the entire department.    

 To report and assist to solve all impact issues for your area. 

 To ensure that you are able to seek feedback and respond accordingly from yours and the 

sales team. 

 

 

 

REQUIREMENTS 

 

Job related skills and knowledge 

 

 Excellent knowledge of the Dolphin reservations and administrative system 

 Good working knowledge of Microsoft Outlook, Word and Excel  

 Working knowledge of Galileo reservations and service administration 

 An awareness of the current travel marketplace 

 Commercial understanding and application in the job role 

 Excellent communication and interpersonal skills  

 Solid administrative skills with an ability to multi-task 
 Ability to produce professional standard and accurate documentation using the Dolphin Reservations 

system 

 Assist in producing booking confirmations for all bookings made by reservations with exceptional 

accuracy and in a timely manner 

 Assist to produce a Ticket Chaser List – Twice Weekly 

 Assist to produce the Ground Handlers Arrival Lists as required 

 Provide assistance with our Concierge service if required 

 Prepare and check full itinerary and document process for all clients 

 Assist with the dispatch of post – Daily 

 Support Supervisor to maintain appropriate stocks of brochures, stationery items, wallets and tags – 

On going 

 

Personal skills and behaviour 

 

 Positive ‘can-do’ attitude 

 The desire to achieve 

 Good at planning and organising own time without supervision, whilst able to meet 

deadlines and targets 

 The ability to communicate clearly and accurately both verbally and in writing 

 Approachable manner with both colleagues and clients 

 Willingness to learn new skills and adapt to change 


