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Job Posting 
Position: Junior Sales Coordinator, Private Team 

Reporting to: Director of Private Travel  
Location: Toronto, Ontario 
Term: Full-Time 

 

 
Overview 
Butterfield & Robinson, one of the world’s leading travel companies, is seeking a talented Sales Coordinator to join 
the Private Travel Team. The Private Travel team provides customized, extraordinary travel experiences all around 
the world. The Junior Sales Coordinator is responsible for developing, promoting, and servicing unique travel 
experiences both within the designated region of expertise and elsewhere throughout the world.  They actively 
pursue and convert all sales opportunities while ensuring that our travellers and agent partners are provided the 
highest levels of service throughout their interactions with Butterfield & Robinson. 
 
 
Responsibilities 

 Respond to all inquiries and distribute leads in a timely manner 
 Manage the new inquiry pipeline for Private Ready to Book itineraries by providing excellent customer 

service and follow-up to all potential travellers, with a goal of converting inquiries to bookings; 
 Make traveller reservations, supplier bookings and build trip data into reservation system as required for 

each trip managed;  
 Prepare all supporting traveller materials -  booking confirmations packages, final packages and Online 

Trip Planners - for each booking made;  
 Ensure timely collection and input of all required traveller information and payments;  
 Ensure timely payment for all suppliers as necessary;  
 Manage Private Self–Guided bookings, including responding to traveller inquiries, preparing itineraries, trip 

pricing, oversight of supplier bookings, and the overall financial outcome of each trip;   
 Contributing as a team member towards future development, policies, and procedures of the Private Travel 

team;  
 Distribute sales leads from returned traveller questionnaires and itinerary requests to Private Trip Planners;  
 Create or updating training documents for key job responsibilities and facilitate training of all new Junior 

Coordinator Sales staff;  
 Offer general support to the Private Travel team, and complete other administrative duties as assigned; 
 Assist the Director of Private Travel with other day to day business requirements as requested. 

 
Experience and Qualifications: 

 General administrative experience in an office environment;  
 Travel sales and customer service expertise, preferably in the luxury travel market; 
 Extensive travel or knowledge of regions and countries where we travel, particularly France, Italy and 

Spain; 
 Customer service experience, particularly in a phone-based service environment; 
 Hands-on experience with travel booking and CRM software; knowledge of P15 is an asset; 
 Post-secondary education;  
 TICO certified;  
 Knowledge of B&R’s business is an asset  
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Skills and Abilities: 
 Excellent interpersonal and communication skills, both oral and written; 
 Enthusiastic and professional attitude; 
 Meticulous organizational skills and the ability to multi-task; 
 A conscientious work ethic – a perfectionist when it comes to follow-through; 
 Creative thinking with a passion for travel; 
 Strong computer skills, including MSWord, Excel and Outlook; 
 Analytical thinker with a focus on problem solving and exercising sound judgment; 
 Financial management and accounting skills; 
 Ability to work independently while serving as an integral part of a team; 
 Other languages, especially French, Italian or Spanish, are an asset. 

 
 

Please apply to: 
Robin Wark, Director of Human Resources & Administration 

Butterfield & Robinson 
300-70 Bond Street, Toronto, ON M5B 1X3 

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