Travel Agency Account Manager / Client Service Representative 

Contact – careers-us@griffintravel.com
Global Transportation Group - Houston Preferred (Houston, Texas Area) 

Job Description

Position Title: Client Service Representative / Account Manager 

Location – Houston Preferred 

Type: Salary Exempt Employee 

As an account manager, you will be assigned and responsible for managing multiple clients. Your key role will be client relationship, business development and customer retention. 
Job Duties 
• Coordinate with operations, accounting, IT and MIS; prepare all necessary materials; and conduct all necessary meetings to implement each new client successfully. Coordinates implementation of new clients and ensures agreements made at time of proposal are implemented. 
• Works with each customer to establish business objectives of travel program, develops plan to achieve objectives, tracks and reports progress to goals with the customer through monthly, quarterly and annual reviews. 
• Interfaces with key contacts at client to build multi-level relationships within the company. Keeps client(s) informed of business trends and industry updates. 
• Conduct ongoing orientations and educational sessions for client travelers and travel arrangers as necessary 
• Assist with successful achievement of management reporting requirement objectives 
• Conduct vendor negotiations as appropriate. 
• Assist client with travel policies and procedures as required. 
• Work with appropriate departments to report and resolve all client issues as quickly as possible. 
• Verify with client that issues have been resolved to their satisfaction. 
• Enter all client service issues into ISO and close ISO tickets when resolved to clients’ satisfaction. 
• Maintain accurate and current client contact files in company sales database. 
• Distribute, collect and analyze company report card evaluations every six months. 
• Conduct, coordinate or participate in client functions / activities (trade shows, seminars, conventions, etc.) as necessary to solidify relationships and improve customer knowledge of Griffin products and benefits. 
• Prepare monthly client services activity report and submit by the 3rd of each month. 
• Works with operations management to achieve service levels; and report progress to customer and senior management. 
• Assume and perform other duties and responsibilities not specifically outlined herein, as requested. Company InformationGriffin Marine is the largest global travel company specializing in Marine, Offshore, Energy Services and Corporate Travel.

Desired Skills & Experience

Candidates should have a minimum of 5 years travel agency experience and 3 years account management experience.

Company Description

Griffin Americas is the largest global travel company specializing in Marine, Offshore, Energy Services and Corporate Travel.

