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Travel Operations Executive
Reports to: Senior Operations Manager		Division: Operations Department
Location: Didsbury, Greater Manchester	Hours/Term: Full Time –Hybrid (3 days in office)

THE ROLE
Based at Carrier’s stylish head office in Didsbury, Manchester, this pivotal role is at the heart of delivering exceptional service to our discerning clientele. You will be responsible for managing all aspects of bespoke travel itineraries, collaborating with the world’s leading luxury travel suppliers to ensure every detail is flawlessly executed.
With a focus on enhancing the customer journey, you will help create elevated touchpoints that enrich the client experience from start to finish. You’ll also prepare and deliver accurate, beautifully presented travel documentation that informs, excites, and builds anticipation.
At Carrier, we believe in creating a workplace where people feel inspired, supported, and proud of the work they do. We bring beauty into everything we do, make every moment count, always have each other’s backs, and connect with heads and hearts. This role is a unique opportunity to be part of a luxury travel brand where excellence is the standard, values are lived every day, and no two days are the same.


RESPONSIBILITIES
· Manage all pre-departure arrangements, liaising with global suppliers to confirm services 
· Reserve and amend flights, hotels, and transport arrangements with precision and care 
· Reconfirm special requests and services with suppliers to ensure seamless delivery 
· Create accurate, inspiring client documentation that reflects our commitment to beauty and detail 
· Communicate clearly and empathetically with travel agents, clients, and internal teams 
· Produce and maintain reports on client departures and arrivals 
· Reconcile supplier invoices against confirmed arrangements to ensure accuracy 
· Collaborate with colleagues, always having each other’s backs to manage team workload and meet shared goals

REQUIREMENTS
· A passion for delivering exceptional customer service with meticulous attention to detail 
· A logical thinker and confident problem solver who connects with both heads and hearts 
· Highly organised, with the drive to meet deadlines and manage multiple priorities 
· Calm and self-assured under pressure, with a flexible and proactive approach 
· Excellent written and verbal communication skills, with the ability to engage confidently with high-net-worth clients and agents 
· Proficient in Microsoft Office, including Outlook, Word, and Excel 
· Desirable but not essential: Previous experience in a travel operations or reservations role, and familiarity with systems such as Dolphin and Galileo GDS

PACKAGE
· Excellent base salary
· Hybrid working policy; three days working from the office and two at home
· 23 days annual leave (increasing to 27 with length of service)
· Further company benefits include discounted personal travel, company pension scheme, flexible working hours, cycle to work scheme and unpaid leave entitlement

APPLICATIONS
Please send CVs to Deborah Matthews Head of Reservations and Operations Deborah.Matthews@carrier.co.uk
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