Griffin Americas
DIRECTOR OPERATIONS – OFFSHORE

HOUSTON TEXAS 


The world’s leading Marine and Offshore travel agency is currently seeking an innovative, results oriented professional to lead our US offshore operations team.  
Title: 

Director of Operations – Offshore


Location: 
Houston, Texas

Position: 
Full-Time

Duties and Responsibilities

· Lead multiple teams to meet individual and company goals

· Monitors and assist staff to maintain productivity standards 

· Train staff in in all aspects of operations; including CRS Functionality, client requirements, airline Contracts, office procedures, etc.. 

· Maintain effective  and open communications with direct reports, peers, account management, sales, IT/MIS, finance and senior management 
· Maintain staffing requirements
· Build and maintain an effective and efficient team environment that will foster staff retention and build high staff morale and efficiency.
· Address and analyze customer service issues.  Offering process changes in workflow to assist in decreasing team error ratios.

· Maintain on-going team meetings, staff reviews and on-going employee development.

· Manage on-site, virtual and international staff.  

Job Requirements:
Knowledge and Skill:

· Strong international/operational experience

· Minimum 7 years management/leadership experience

· Knowledge of the travel industry, including Corporate, Marine/Offshore/Onshore travel.
· Knowledge of Reservations Systems used, including Amadeus and SABRE.

· Knowledge of third party software, including, but not limited to Word, Excel, PowerPoint, etc.
