Position Description

Travel Administrator / Trainee Travel Consultant

Employment Type: Part-time | 5 hours per day | 4-5 days per week
Reports to: CEO/ Office manager
Location: Hybrid — Burwood/work from home negot.

About Selah

Selah exists to create transformative travel experiences that deepen faith, expand understanding, and
shape leaders. We specialise in curated journeys to biblical lands and meaningful destinations.

Our values are lived through:

e Heart — A genuine care for our customers and the reason behind why they are travelling

e Partnership — Collaborating with clients to achieve mutually beneficial outcomes
e Integrity — Operating openly and transparently
e Excellence — Continually improving our service and fostering innovation

Role Overview

This role primarily supports our travel sales team through administration, finance processing, and

client documentation.

For the right candidate, this position offers a development pathway into a Trainee Travel Consultant

role, including structured training in reservations systems and client-facing sales.

Key Responsibilities — Travel Administration

e Process client payments (receipting) and supplier payments

e Manage tour registrations and confirmations including welcome letters, spreadsheets, bookings and
costings

e Respond to email enquiries professionally and promptly

e Issue travel insurance quotes and policies

e Prepare client documentation and tour leader reports

e Support the travel sales team with ad hoc administrative tasks

e Ensure documented processes are completed for each project/tour

e Contribute to process improvement and systems refinement

Trainee Travel Consultant Pathway (Optional Development Stream)
e Training in Amadeus reservations system

e Training in Tramada mid-office system
e Exposure to quoting, itinerary building and client consultations
e Participation in supplier training and product development
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Desirable Travel Experience: International travel as an independent adult. Highly regarded if travelled
to Israel, Palestine, Jordan, Greece, Egypt, Tlrkiye, Spain or Italy.

Key Requirements

Essential
e Ability to work within the Christian ethos and framework of Selah

e Demonstrated administration/operations experience

e Strong customer service experience (phone, video, email, in-person)

e Advanced proficiency in Microsoft 365 (Word, Excel, PowerPoint, Teams, Outlook, OneDrive)
e Excellent communication and interpretation skills

e Ability to multitask and prioritise effectively

e Exceptional time management and ability to meet deadlines

e High attention to detail and process discipline

Desirable

e Experience in retail or wholesale travel agency operations

e Experience with reservations or mid-office systems

e Systems-thinking mindset with interest in process improvement
e Experience handling financial transactions

Personal Attributes
e Highly organised and detail-oriented

e Warm, relational and service-minded

e Proactive and solutions-focused

e Comfortable working both independently and within a small team
e Eager to learn and grow professionally
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