Vacancy: Trip Co-ordinator
Working hours:
Contract:
Location:
Salary:
Holiday Allowance:
Accountable To:
Additional benefits:
Application
Deadline:
Interview Dates:
Position Start Date:

Monday – Friday, 37.5 hours per week
Permanent
Eastleigh, Hampshire
£22,500 per year, plus bonus scheme worth up to 10% of salary
25 days per year, plus bank holidays
Company Director
Company pension scheme, flexible working hours, opportunities to travel
to destinations
Friday 31st January 2020
Wednesday 5th, Thursday 6th and Friday 7th February
To be agreed: late March – early April

ABOUT US
African Adventures is an award-winning volunteer travel company that works with 25 community
projects in developing areas of Ghana, Kenya and Zanzibar. We support these projects with the
resources they need to grow, whilst organising the trips from start to finish for our volunteers, who
are recruited from schools, colleges, universities, charities and sports clubs across the UK.
This means we take on the dual role of tour operator and development agency, providing a highquality service to our volunteers, who make everything happen, whilst working closely with each
partner project to develop the outreach services they offer in Africa.
We are a responsibly motivated company with a team of staff passionate about making a difference.
The company’s official charity, African Adventures Foundation, further supports these projects with
ongoing grants and donations.
PURPOSE OF THE JOB
The primary objectives of this role are to:
•
•
•
•

Provide an outstanding level of customer service to a portfolio of volunteer groups.
Build and maintain excellent working relationships with group leaders to ensure they enjoy a
great experience with African Adventures.
Assist the Director with all organisational processes associated with recruiting and managing
group trips.
Further establish our reputation as an outstanding travel provider by ensuring that our trips
run successfully.

MAIN AREAS OF RESPONSIBILITY
•
•

•
•
•
•
•
•
•
•

Manage a portfolio of group volunteer trips, from the point of booking to their return to the UK.
Manage all trips through effective use of the company’s CRM system, scheduling tasks and emails as
appropriate, allocating accommodation and volunteer work, and ensuring all trip details are correct
and up to date.
Build strong, professional relationships with group leaders and volunteers.
Liaise with our airline partners to make group flight bookings for your groups.
Liaise with our in-country staff to ensure arrangements are confirmed prior to a group’s travel date.
Deliver pre-departure meetings for your groups, which may include occasional overnight stays.
Prepare all necessary documentation ahead of travel.
Provide pre-departure information, travel itineraries, visa application support and fundraising
support to your group leaders and volunteers.
Respond to enquiries from booked volunteers and actively promote the use of our online support
system, My African Adventure.
Provide pre-launch support to the Volunteer Recruitment Managers, including the creation of trip
proposals and launch handouts using InDesign.
PERSON SPECIFICATION
Essential requirements:

•
•
•
•
•
•
•
•
•
•

Highly organised with experience of planning and coordinating group activities.
Experience of delivering outstanding customer service and care.
Excellent attention to detail.
Ability to build and maintain strong professional relationships with a range of individuals from
different organisations (schools/colleges, charity groups, flight providers etc).
Friendly and approachable manner.
Proactive team player who can quickly adapt to change.
Strong communication and interpersonal skills, with experience of presenting to groups of people.
Ability to multi-task, remaining calm under pressure.
Highly efficient with the ability to manage time effectively to meet deadlines.
Interest in the work of African Adventures.
Desirable:

•
•
•

Experience working within the education, travel or international development sectors
Experience managing volunteers
Experience of volunteering internationally, preferably in Africa

To apply, please send your CV and a covering letter to dan@african-adventures.co.uk or apply by
post:
African Adventures, 4 Crescent House, Yonge Close, Eastleigh, SO50 9SX.

Please note that you must have the right to work and live in the UK to be considered for this role.

