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JOB SPECIFICATION 
 

Position: Travel Sales Consultant 

Reporting to: Head of Sales 

Reportees: 0 
__________________________________________________________________________ 
 
Role:  

The role of the Travel Sales Consultant is to sell specialist tours directly to the public and via travel 
agents while performing as the first point of contact for new reservations with Noble Caledonia. The 
primary duty is to answer the initial booking enquiry and ensure where possible the outcome results 
in a sale. This should be achieved through the delivery of a high standard of customer service and 
the application of excellent product knowledge and selling skills; ensuring the customer feels that 
their every query has been answered to their satisfaction.  

Product Knowledge:  

The Travel Sales Consultant is responsible for maintaining comprehensive knowledge of a wide range 
of products. Knowledge of new products is gained by attending product talks and gathering 
information through reading brochures and accessing relevant information sources. This includes 
unique selling points and relevant technical details. With this knowledge, the Travel Sales Consultant 
should be able to answer (or obtain the answer to) any query regarding the product thereby advancing 
the booking enquiry and ensuring customer satisfaction. The Travel Sales Consultant should also be 
able to answer basic travel queries, such as those relating to weather, passport & visas requirements 
and health & fitness. Product knowledge is also gained by attending annual product training visits. This 
knowledge will then enable the Travel Sales Consultant to answer queries that firsthand experience is 
required to answer. Knowledge of this experience is then shared with the rest of the department to 
improve overall awareness.   

List of Main Duties - Duties to include, but not limited to: 

• Sell directly to the public and via travel agents either over the telephone, by email or face-to- 
face with customers visiting the office. 

• Present at all times a professional image of Noble Caledonia. 

• Help maintain a growing database of loyal existing customers and attract new potential 
customers. 

• Ensure that every effort is made to convert enquiries into options, and options into confirmed 
bookings. 

• Use product knowledge to confidently cross-sell to other products if the required holiday is 
unavailable or unsuitable.  

• Answer initial queries about the holiday. Determining suitability and suggesting alternatives, 
where applicable. 
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• Use an in-house reservations system to check availability and make bookings, or pass all 
relevant information to the Travel Consultant if the tour is on request. 

 

• Ensure special requests (i.e. dietary requirements, wheelchair assistance, etc.) are properly 
attended to, that appropriate advice is given, and all relevant members of staff are informed, 
where necessary. 

• Answer queries for existing bookings, process amendments, where required, and help resolve 
any issues through liaising with Reservations Management and Customer Relations. 

• Follow up on recent options and maintain communication with clients to ensure we achieve a 
high conversion rate of sales.   

• Review availability alongside waitlist bookings, and contact waitlisted customers to ensure 
maximum sales. 

• Attend travel exhibitions and Noble Caledonia road shows. Provide an excellent first 
impression of the company and build interest of our product range amongst new potential 
customers. 

• Support the rest of the department with its administration to ensure deadlines are met and 
service levels remain high. 

• Use knowledge gained from customers to inform the marketing and commercial departments 
of new trends and potential destinations. 

• Other duties required to ensure the smooth running of the reservations department and the 
delivery of excellent customer service. 

 

Person Specification 
A successful applicant must have excellent customer service skills including a superb telephone 
manner. This is a great opportunity for someone with keen people skills and who enjoys speaking to 
customers. They should be sales focused, able to think quickly on their feet, and have strong 
communication skills for liaising with various departments within the company. 
 
Criteria: 

1. Minimum of 2 years travel industry experience (cruise or tour operator preferred.)  

2. Minimum of 1 year customer service / sales experience, dealing with the public, ideally in a 

sales environment with a high volume of calls. 

3. Other suitable and relevant experience, as an alternative to the criteria above. 

4. A highly professional, patient and attentive telephone manner. 

5. An effective sales technique with the ability to close a sale and offer suggestions of suitable 

alternatives. 

6. GCSE passes (or equivalent) in English & Maths are essential. 

7. Excellent oral and written communication skills. 

8. Enthusiasm, dependability and self-motivation. 

9. Working knowledge MS Office and a CRS (CRS preferred but not essential.)  
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Terms & Conditions: 

• Competitive Salary  

• Profit and performance related discretionary bonus paid annually 

• Full time, permanent role 

• 37.5 hours per week from 09.00-17.30 hours Monday to Friday. With Saturdays on a rota of 
approximately one morning and three full days during a twelve week period. For working 
Saturdays you are entitled to either time of in lieu (which will be added to your annual 
holiday entitlement) or an overtime payment of £100 per half day and £200 per full day 

• Season Ticket Loan 

• 23 days annual leave rising to 28 days after 5 years’ service and 33 days after 10 years’ 
service + bank holidays 

• Private Medical Healthcare scheme 

• Pension scheme with company contributions starting at 6.50% of salary, increasing to 7.50% 
after 3 years and 10.% after 10 years (note that increased contributions are subject to 
employee contributions being made) 

• Located in Victoria, London 

• 6 month probationary period 

 


