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Summary 
To service, retain, develop and manage long-term client relationships, achieving all client and Fox World 
Travel goals related to account retention, profitability, customer-service, preferred vendor programs, 
technology, and industry best practices.  Build client corporate travel programs by taking a collaborative, 
strategic approach to managing the complexities of domestic and international travel. 

Essential Duties and Responsibilities 
This list of duties and responsibilities is not all inclusive and may be expanded to include other duties and 
responsibilities as management may deem necessary from time to time. 

 
• Impact the business by leading the growth of assigned accounts with focus on client needs, proactive 

planning and using your knowledge of Fox World Travel services to address client opportunities. 
• Provide thought leadership, business planning, and relationship management to a portfolio of assigned 

Fox World Travel corporate accounts to include: 
• Interaction with the client’s primary travel contact(s) and/or individual business travelers; keep 

clients informed of business trends and industry updates. 
• Respond to the daily requirements of accounts, including communicating internal account 

requests and updates to Fox departments, and deliver solutions accordingly. 
• Develop customized business plans to establish and achieve travel program objectives; outline 

action items to accomplish objectives; track and report progress to goals both internally and 
externally. 

• Regular client contact, through formal reviews and regular conversations, via both telephone and 
in-person meetings.  Conduct strategic account reviews regularly to review service needs and 
usage trends. 

• Use data intuitively to understand the account’s travel practices; identify opportunities to improve 
service, innovate the program, or reduce travel expenses. 

• Assist client with negotiation of profitable vendor contracts; maintaining vendor relationships with 
strategies to achieve goals. 

• Monitor utilization of non-refundable tickets.  
• Problem resolution when issues escalate beyond the account’s assigned operations manager. 
• Consult on client’s travel policy; share observations and make recommendations as appropriate. 
• Build multi-level and multi-departmental relationships within the account; participate in client 

internal meetings when possible:  credit card, expense reporting, travel policy, accounting 
reconciliation. 

 
• Implement new clients; provide online booking tool training both in-person (as appropriate) and via 

webinar. 
• Monitor/track financial programs (fees, airline credit programs, revenue share, etc.). 
• Participate in the proposal/bid process for new and existing business. 
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• Explore opportunities to expand client relationships through global consolidation; coordinate pricing and 
implementation. 

• Apply a consultative approach to introducing and selling value-add products, services, programs, or 
customization; convey applicable pricing and implement solution.  

• Facilitate the involvement of Fox shared service departments, operations, or management to achieve 
client goals and to maximize performance, efficiency and productivity. 

• Communicate with Fox World Travel business travel departments on service feedback, industry trends, 
best practice, competitor information, etc. 

• Consult and act strategically; evaluate the internal and external business environment from a big-picture 
or future-focused perspective. 

• Stay current on market needs and industry trends; draw intuitive conclusions how industry dynamics will 
impact clients. 

• Deliver service and solutions consistent with Fox’s account segmentation and deliverable parameters. 
• Maintain a favorable and collaborative working relationship with team members in all departments to 

foster an environment of trust and mutual respect.   
• Enhance the organization’s reputation by accepting ownership for accomplishing new and different 

requests; exploring opportunities to add value to job accomplishments. 
• Update knowledge by participating in educational opportunities; reading professional publications; 

maintaining personal networks. 
• Drive standards and best practices whenever possible and effectively foster a culture of engagement. 
• Recommend new approaches, policies, and procedures to effect continual improvements in efficiency of 

operations and services performed. 
• Other duties, projects and alternate assignments as determined by business need. 

 
Knowledge, Skills, Abilities & Competencies 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The 
requirements listed below are representative of the knowledge, skills, and/or abilities required. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions. 

Knowledge, Skills and/or Abilities 
• Bachelor’s degree or some post-secondary education in Business Administration, Management or 

related field strongly preferred 
• At least five (5) years of experience developing business-to-business relationships with corporate 

clients 
• Demonstrated knowledge of the corporate travel industry; corporate travel industry experience 

preferred 
• Demonstrated skills, ability and commitment to providing exceptional customer relationship and 

service  
• Proven understanding of important financial concepts, purchasing practices and industry specific 

aspects of corporate clients 
• Ability to build and present a workable business plan to the client and internally 
• Demonstrated ability to negotiate effectively to achieve the best results for both the organization and 

the client 
• Analytical skills to evaluate data and reporting to make recommendations on client savings 

opportunities and adjust to travel data and trends 
• Ability to develop strong trusting relationships in order to gain support and achieve results; 

demonstrated ability to influence at the C-level, network at middle management levels within client 
companies, and proven success with relationship management 

• Able to deliver results under difficult conditions and demonstrate balanced judgment under pressure 
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• Ability to communicate (written and verbal( with confidence to create a credible impression  
• Possess effective listening skills with ability to determine root cause quickly, check for shared 

understanding and address misunderstandings promptly; display creativity and innovation in problem 
solving and decision making 

• Ability to manage multiple competing priorities while demonstrating ability to remain flexible in a 
changing work environment 

• Strong technical knowledge and demonstrated proficiency of all Microsoft Office applications 
• Aptitude to learn multiple online booking and reporting systems; experience in Apollo or other GDS 

preferred 
• Ability to work effectively in a team environment as well as independently 
• Self-motivated; demonstrate initiative with a strong commitment to work ethic, personal and 

organizational goals, and  objectives 
• Ability to travel domestically multiple times throughout the year to client locations; travel may be by 

airplane, rail and/or car; ability to drive to client locations 

 

Key Competencies 

• Results oriented 

• Organizational and planning skills 

• Customer-focused and service-oriented; relationship-building 

• Communication proficiency – verbal and written; appropriate use of grammar; negotiating 

• Information gathering and monitoring skills 

• Problem analysis and problems solving skills 

• Sound judgment and decision-making ability 

• Attention to detail and accuracy 

• Comfortably deal with highly complex situations 

• Work independently; self-motivated 

• Flexibility; ability to work efficiently and effectively with frequent interruptions 

 
Physical Demands 
The physical demands described here are representative of those that must be met by an associate to 
successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions.  Note:  The phrases “occasionally,” “regularly,” 
and “frequently” correspond to the following definitions:  “Occasionally” means up to 1/3 of working time, 
“regularly” means between 1/3 and 2/3 of working time, and “frequently” means 2/3 and more working time. 

While performing the duties and responsibilities of this position, the associate is regularly required to stand, 
walk, sit, climb, reach above shoulders, and move from place to place.  The incumbent is frequently required 
to talk and listen and use hands to finger manipulate or handle.  Specific vision requirements for this position 
include close vision and the ability to adjust focus.   

The incumbent will occasionally be required to lift up to 25 pounds.  Incumbent must be able to travel by 
airplane, rail, boat and/or car at any given time as required by the position.  Ability to drive to client locations. 
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Work Environment 
The work environment characteristics described here are representative of those an incumbent encounters 
while performing the essential functions of this job.  Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 

Regular attendance is necessary to successfully perform this job; extended hours may be necessary from 
time to time.  The incumbent works in an office environment where the noise level is low to moderate.  This 
role routinely uses standard office equipment such as computers, phones, photocopiers, filing cabinets and 
fax machines.  

Occasional business travel, overnight stay may be required for training events and to visit Fox World Travel 
business clients; overnight travel less than 20%.  Travel may be by airplane, rail, boat and/or car.  

 

 

Associate Acknowledgment  Date:  

The above statements reflect the general details necessary to describe the principle functions of the 
occupation described and shall not be construed as a detailed description of all the work requirements that 
may be inherent in the occupation. 
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