
 
 

Job Posting 
 
 

Position:    Junior Sales Coordinator (two positions) 
Reporting to:    Director of Private Travel  
Location:    Toronto, Ontario 
Term:     Full-Time  
 
Job Description: 
Butterfield & Robinson, one of the world’s leading high end travel companies, is hiring a talented Junior 

Sales Coordinator as part of our Private Travel team.  The Private Travel team provides customized, 

extraordinary travel experiences all around the world.  You will ensure that our travellers are provided 

the highest levels of service throughout their interactions with Butterfield & Robinson.  
 

The Junior Sales Coordinator has the following responsibilities:  

Responsibilities 

 Answering calls, emails, and inquiries from past travellers and new prospects, and responding on a 

timely basis to all inquiries and itinerary downloads; 

 Making traveller reservations and supplier bookings; building trip data into Reservation System as 

required for each trip managed; 

 Preparing traveller booking confirmations and final packages for each booking made; ensuring 

timely collection and input of all required traveller information;  

 Ensuring timely payment for all necessary suppliers; 

 Assisting Trip Planners on the Private Travel team by distributing sales leads from returned traveler 

questionnaires and itinerary requests for follow-up; 

 Managing ‘Self–Guided’ bookings, including managing traveller inquiries, preparing itineraries, trip 

pricing, over-site of supplier bookings, and the overall financial outcome of each trip; and 

 Contributing as a team member towards future development, policies, and procedures of the Private 

Travel team; creating or updating training documents for key job responsibilities and facilitate 

training of all new administrative sales staff; offering general support to the Private team, and 

completing other administrative duties as assigned; assisting the Director of Private Travel with day 

to day business requirements 

 

Experience & Qualifications  

 Providing customer service in the travel industry, particularly in a phone-based environment; 

 Administrative experience in an office environment; 

 Post-secondary education; 

 TICO certified; 

 Extensive travel or knowledge of regions and countries where we travel; 

 Experience working with a travel booking system is an asset; and 

 Knowledge of B&R’s business is an asset. 

 
  



 
Skills & Characteristics 

 Proven organizational and customer service skills;  

 Excellent communication skills, both written and verbal; 

 Strong customer service ethic and interpersonal skills, particularly in a phone-based service 

environment;  

 Enthusiastic and professional attitude; 

 Languages, particularly Italian, French and Spanish, are an asset; 

 Ability to work independently and as an integral part of a cross-functional team; and 

 Proficiency in Microsoft Applications, including Excel, Word, Outlook. 
 

 

Apply to:         Robin Wark, Director of Human Resources and Administration 

  Butterfield & Robinson 

                        70 Bond Street, ste. 300  Toronto, ON   M5B 1X3   

                        robin.wark@butterfield.com  –  www.butterfield.com  
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