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Job Description 
 
Job Title:  Travel Coordinator 
Job Location:  Haywards Heath, UK 
Reports to:  Head of Corporate Services 
Jobholder: Vacant  
Responsible for:  N/A 
Department:  Finance & Performance Directorate 
 
Job Purpose 
The jobholder will have day-to-day responsibility for, all aspects of group and individual 
travel for a range of Sightsavers employees and external partners.  They will negotiate 
with vendors/suppliers including our appointed travel management company in order to 
obtain the best possible service for our travellers. The jobholder will work with the Head 
of Corporate Services to ensure compliance with, and educate employees on, our travel 
policy, recommending policy changes as and when required. They will ensure best value 
for money is obtained, whilst maintaining excellent working relationships with both 
suppliers and internal customers from all levels of the organisation including Trustees. 
 
Provide a comprehensive travel service to the CEO, Directors and Trustees to include 
transfer arrangements and liaison with country and area offices to ensure efficient 
overseas travel itineraries. 
 
 
Principal Accountabilities: 
 
1. Provide a full travel booking service for all staff, third parties and consultants as 

required. Proactively build strong relationships with our internal customers and 
ensure stakeholder needs are understood and managed. 

2. Provide a complete travel service to the CEO, Directors and Trustees, ensuring 
overseas itineraries are efficient by working closely with overseas offices and 
external parties. 

3. Ensure compliance with the organisations travel policy and procedures and assist in 
implementing systems and processes to embed these. 

4. Complete comprehensive monthly reports to identify travel activities for the 
management team 

5. Undertake project work to strengthen processes, to ensure resources are used 
efficiently. 

6. Other Corporate Services tasks as required. 
 
The principle accountabilities are not meant to be an exhaustive list of tasks. The need 
for flexibility is required and the jobholder is expected to carry out any other related 
duties that are within the employee's skills and abilities whenever reasonably instructed. 
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Jobholder Entry Requirements - the essential knowledge, skills and behaviours 
required 
 
Knowledge (Education & Related Experience): 

 Educated to A-level standard of equivalent 

 Substantial experience in the travel / airline sector from a variety of sectors 

 Significant experience booking and co-ordinating travel arrangements for both 
internal and external stakeholders  

 Knowledge of airlines and their products, city codes and geography 

 Experience and knowledge of published contract fares 

 Experience of using an e-procurement system 

 Experience of working across cultures 
 
Skills (Special Training or Competence): 

 Highly organised and able to meet commitments with the organisation 

 Excellent attention to detail with an ability to follow issues through to completion 

 Strong customer care skills and able to deal effectively with internal customers 
and external suppliers 

 Ability to handle sensitive information and maintain confidentiality 

 Ability to prioritise and juggle multiple tasks 

 Continuous improvement mind-set able to deliver constructive challenge to 
improve processes across the organisation 

 Strong communicator, able to overcome resistance to change and take on difficult 
conversations 

 Excellent negotiation skills 

 Drive to seek out automation opportunities to reduce administration costs 

 Proactive approach & positive attitude 

 To be able to demonstrate a personal commitment to the principles of Equal 
Opportunities and be able to carry out duties in accordance with Sightsavers' 
global equality and diversity policy 

 
Core Behaviours:  

 Communicating & influencing                          

 Team working 

 Planning & organising                                                  

 Change & improvement 

 Decision making 

 Delivery and implementation 
 
Key Relationships 
Internal 

 Members of the Management team 

 Members of F&P 

 All Directorates 

 Overseas offices 
 
 

External 

 Trustees 
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 Partners 

 Suppliers 

 NGOs  

 Corporate companies 
 

 
Date as of: February 2018 


