
 
 
 

 

Intrepid UK & Ireland 

JOB DESCRIPTION  
 

Updated  March 2014 

Job Title: Travel Specialist 

Department: Sales 

Description of role: To achieve and exceed sales targets for booked revenue and conversion 
whilst maintaining a high degree of accurancy and service.  To support sales 
targets for Intrepid Group (including Intrepid, The Family Adventure Company, 
Peregrine and Gecko’s) 
  
The role requires direct customer interface via phone and live chat. There may 
be occassional need to assist with customer emails or on line booking form 
transactions. 

 

Relationship to others: The role requires close cooperation with all departments, especially marketing 
and BDMs.  The Sales team will receive support from the Customer 
Operations team to process amendments and other administrative functions 
post sale.  

Reports to: Sales Team Leader - Phones on a day to day basis, appraisals and reviews. 

Supervisory responsibilities: None 

External relationships: Customers, Online customers (web bookers), other PEAK brands, and Intrepid 
HQ staff. 

 

Budgetary responsibilities: None 

 

 

Key Accountabilities: 
 

Daily tasks (Core Product) 

 Answer inbound telephone enquiries, inspire customer with every call. 

 Support live chat enquiries from customers. 

 Ensure all clients have adequate travel insurance policy 

 Gather all available marketing data on every new enquiry. 

 Source flights using FareChoice, or the relevant airline / consolidator.  

 Follow up all options within 3 working days 

 Outbound sales calls may be required on occasion. 
 

Weekly tasks: 

 Follow up and log all qualified leads. 

 Keep logs of customer ‘turndowns’ to provide information to yield 
management team 

 Follow up on all bookings with no insurance taken at the time of booking 

 Undertake post-sale calls to keep passengers informed of their holiday. 

 Communicate marketing needs to the Reservations Manager 

 Attend training when required. 
 



 
Performance standards / objectives: The role of the Travel Specialist is to achieve weekly and monthly sales 

revenue targets, whilst at the same time ensuring a high degree of accurancy 
and service is adhered to. 
 

 Exceed personal revenue target. 

 Exceed personal published conversion target. 

 Exceed personal ancillary sales target. 

 Help other members of the sales team achieve their revenue and 
conversion targets. 

 Ensure consistently prompt response to phone enquiry (90% calls 
answered within 12 seconds) 

 Ensure high personal level of knowledge about the trips operated. This 
requires daily reference to the Intrepid product training website and 
willingness to participate in Familiarisation trips and ad hoc training 
sessions. 

 Exceed personal flight sales target. 

 Consistently deliver brand values, at every point of contact with customers. 

 Pro-actively contribute to best practise initiatives to improve sales and 
service standards 

 Adhere to published Customer Service Standards and Data Protection Act 

 Maintain a high degree of accuracy. 

 

Other relevant information: We will operate 6 days a week 8.30 am-7 pm Mon-Fri and 8.30 am-5 pm 
Saturday although opening times will be flexible and could be subject to 
change from time to time.  
 
You will be required to participate in a weekend sales rota. Time off will be 
given in lieu.  
 
You will also be required to participate in an evening rota which ensures that 
phone cover is provided up to 7 pm. 
 
The travel industry is demand-led and workloads differ throughout the year. 
You may be asked to or indeed find it is necessary to work longer hours than 
those detailed to ensure that you achieve success in your principle role. During 
busy periods (usually Jan – Feb and Oct) holidays may not be permitted. You 
will also be required to provide sales support to cover key trade events and 
shows from time to time. 
 
There may be occasional times when you will be required to work from another 
office (Islington) to provide temporary staff cover. 

 

Departmental Managers signature:  Date:  

Job holders signature:  Date:  

 


