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Internship Description

SAED|A HE

3AHY Go West Tours

A EOF Travel and Tourism

2X| San Francisco, CA

SIANEE This US receptive tour company, was founded late 1992 by Stephan Forget. The San Francisco-based

company has since grown opening branch offices in New York, Paris and Montreal. The most recent

addition is specialized exclusively in Canada’s product development.

Company was initially focused on French inbound programs to the Western United States (one of the

largest if not the current largest receptive for French-speaking escorted tours to the USA).

As of today, the company consists of a team of over 45 people, and has evolved into a Receptive working
with clients from 32 countries and offering products throughout the USA & Canada.
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AMNER The Intern will be responsible for the following tasks:

You will primarily support Senior Quote Managers with follow-up & administrative support after groups
have been confirmed, as well as handle your own technical follow-up (on quotes you will establish), by:

. Handling all client correspondence needed as well as saving it in the correct spot: confirmation
of bookings, list of hotels reserved, request for rooming list, flight information, payments, after
sale service when applicable

. Creating groups in tours in the database

. Sending relevant information to the Operations team

. Obtaining information needed on groups: flights, type/style of the group, welcome sign,
presence of VIP or Tour Leaders as well as obtaining their contact information

. On all correspondence, follow the 4 step process: acknowledge receipt, save, update sales,
inform Operations team

. In a timely manner, follow-up and send the hotel confirmation list

. Making invoices and contract to send to clients

. Keeping track of deposit request and invoicing for them

. Send our emergency numbers & procedures
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Ha? Strong English and Communication skills

r

. Interest, willingness in hospitality and travel industry
. Friendly and Personable

. Organized, attention to detail, and able to multitask
. Responsible

. Ability to work in a fast-paced environment

. Ability to follow instructions and take initiative

. Ability to work in a multicultural and multilingual environment

SIS FoI= M2 E 7hST A 2O

EA|7E 40hours/ week

OlE{=Ct $1200/month for the first 6 months, then $1500/month for the 6 following. Also accrue 1.5 days of paid
vacations per month, starting after the first full month (PTO)
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