Reservations agent
(6521) (6523) (6524)

€6

A reservations agent is an administrative services employee
whose job is to make reservations in order to confirm the
availability and sale of seats to travel agencies, wholesalers or
customers. Thanks to his or her sales and customer service skills,
he or she contributes to maximizing revenues for the
establishment where he or she works. This position is mainly
found in the accommodation and transport sub-sector. The
person holding this position generally works in the following
establishments: travel companies (air, rail, sea, land), large-scale
accommodation, etc.

< Objectif
Tourisme

Une initiative du CQRHT

Responsibilities

BOOKING & SALES 50 % Language levels
FR ® @ @ Fluent

Identifying customer needs and opening their file EN oo P

Offering packages and added value

Confirming, modifying or canceling a reservation

Recording the sale and obtaining payment guarantees
Publicizing rates, packages, promotions, etc.

Handling all requests for reservations, changes and
cancellations received by telephone, fax, e-mail, internal mail,
corporate reservations center or travel agencies;

Maintaining excellent relations with travel agencies,

Working conditions

Day, evening and weekends
Working fixed hours

Hourly wage between $18
accommodation establishments, etc. and $24

CUSTOMER SERVICE 50 % Hiring criteria

Strong organizational skills

Answering inquiries, including telephone, electronic, written and
in-person requests

Informing customers about the region and its tourist attractions
Informing customers about policies (cancellations, guarantees,
restrictions, special requirements, etc.) relating to their
reservation

Handling customer complaints, when required

Working with other company departments to better serve
customers

Ability to multi-task
Excellent interpersonal skills
Good attitude at all times
Attention to detail Computer
skills

Versatility
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Skills and qualifications

GENERAL SKILLS

Sales and customer service skills

Teamwork skills

Flexibility

Leadership and decision-making skills
Organizational and priority management skills

@ SKILLS

Linguistic:
Fluency in spoken and written French

Knowledge or fluency in English is an asset
Fluency in other languages is an asset

Using effective communication strategies and techniques
Professional communication
Active listening

@ KNOWLEDGE

Knowledge of the basic principles of computer systems
operation relevant to reservations
Knowledge of the tourism industry and customer needs

QUALITIES

Autonomy
Sense Of Initiative WWW.OBJECTIF-TOURISME.CA
Versatility
Dynamism
Soft skills

*The masculine form is used only to simplify the text

The information provided in this document is
indicative and non-contractual. It is presented as part
of the pilot project for integrating asylum seekers in
tourism through employment.



