Job Description 
Title: Belle France Team Member
Reports to:  Nicole Malem – Director Belle France
Based at: Spelmonden Old Oast, Goudhurst, Kent TN17 1HE 

Job purpose: To provide a high level of customer service at all times. Responding promptly to telephone and email enquiries and advising clients on all aspects of their holiday planning, taking into account particular client needs and concerns. Particular responsibility for communication with suppliers and representatives in France. Providing efficient administrative support where necessary.
Key responsibilities and accountabilities: 
1. Develop a full understanding of all areas of product knowledge for Belle France.
2. Develop a good understanding of our website and assist clients with navigation queries as the need arises.

3. Develop a good knowledge of the reservations and telephone systems and a full understanding of processing brochure enquiries, reservations and client documentation.
4. Take reservations, respond and make necessary travel, hotel and transfer arrangements.
5. Process payments.
6. Provide administrative support including preparing holiday documentation and ticketing.

7. Give support as required in the maintenance of the computer reservations system.

8. Undertake and pass the ITC training compliance program to sell Voyager to France Insurance if required and understand the insurance needs of clients and deal with them in a competent manner.
9. Foster close and cooperative communications with all overseas suppliers be they hotels, bike shops, taxi firms or agent holiday suppliers as well as holiday sales agents.

10. Make occasional trips to holiday destinations for preparation of new holidays or consolidation of existing ones. 
11. Prepare detailed costing and pricing information for all Belle France Holidays.

12. Prepare monthly sales reports.
13. Give support in other areas of the business as required.
Key skills:

High standards in customer service

Effective management of personal working time

French language skills to competent discussion level
Passion for the outdoors and for France
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