
JOB DESCRIPTION  
 
JOB TITLE:   Expedition Co-ordinator - Ultimate Challenges 
 
RESPONSIBLE TO:   Assistant Director – Ultimate Challenges 
 
CONTRACT: 12 month maternity cover 
 
HOURS:    9am – 5.30pm (Mon-Fri) 
 
SALARY:   Starting salary £25,000 (depending on experience) 
 
HOLIDAYS:   22 (excluding bank holidays and TOIL)    
 
BASED AT:   The Ultimate Travel Company, Fulham Broadway 
 

 
Background 
We are currently recruiting for a highly motivated Co-ordinator to support our charity challenge team.  
 
Ultimate Challenges organises around 35 charity treks and bike rides throughout the world every year.  
This new role will be an excellent opportunity for someone keen to develop their career within the 
travel industry or event management.  Working as part of a small but dynamic team, you will be 
responsible for supporting the Expeditions Assistant Director and Expedition Manager to ensure the 
smooth operation of the charity challenge programme.  
 
The primary role will be one of carrying out the day to day expedition preparation, organisation and 
operations, making sure we offer the very highest levels of service to our charity clients. This will include 
managing charity client files, dealing with overseas ground handlers and booking flights. In addition to 
this you will be involved in researching and putting together new challenges and destinations, along 
with holiday extension itineraries for individual charity clients. 
 
The role includes: 
 
Duties and key responsibilities 

 To manage relationships with charity clients and participants 

 To liaise with Expedition Assistant Director and Expedition Manager  to manage charity client 
files  

 To keep databases, website and other systems updated  
 
Pre-expedition: 

 To book group and individual flights, ensuring accuracy of flight tickets 

 Liaising with charity partners: helping them prepare for their challenge, offering 
marketing/fundraising advice, visa advice, vaccinations, kit list etc., joining instructions, updates 
to their itineraries and flight details etc.   

 To investigate and resolve queries from charity clients and participants  

 Researching and booking of individual clients holiday extensions post expedition 



 Building relationships with ground handlers in each country – negotiating costs, researching new 
itineraries, plus ensuring they are carrying out their agreed arrangements for each event booked 
etc.  

 Deposits/ invoicing 
 

Post-expedition: 

 Dealing with feedback from the event and implementing changes with the rest of the team to 
improve events. 

 Following up on feedback from comments where necessary 
 

Other: 

 To work out of normal office hours if required - for example, meeting expedition leaders at 
airports for group departures and arrivals 

 To carry out any other tasks as requested by the Expeditions Assistant Director or Expedition 
Manager 

 
 
PERSONAL SPECIFICATION 

Education / Qualifications / Knowledge 

 Numerate, literate and good standard of education 

 Knowledge of MS Office (word, excel, PowerPoint etc.) 
 
Experience 

 Ideally you have worked within  the  travel sector, specifically setting up and managing client 
files, dealing with overseas ground handlers and airline reservation systems such as Galileo 
OR have experience of working in the charity sector  

 Administrative experience  

 Experience of working with databases 

 Experience of working in a customer relations environment 

 Experience of setting up new systems under own initiative 

 Experience of working in busy environment  
 
Skills / Abilities 

 Excellent communication skills, written and verbal 

 Ability to build and maintain relationships  

 Ability to maintain records accurately 

 Excellent interpersonal skills 

 Ability to work to deadlines 

 Ability to work on a number of projects at the same time 
 
Personal Qualities 

 Innovative and self-motivated  

 Able to prioritise and work flexibly in a continuously pressurised environment 

 Trustworthy, good natured and a good relationship builder 

 Enjoys working as part of a team, but happy to work with little supervision most of the  time 
 



Please forward a copy of your CV and a covering letter to: 
events@theultimatetravelcompany.co.uk 
 
Or send it to: 
Ultimate Challenges - The Ultimate Travel Company 
27 Vanston Place 
London 
SW6 1AZ 
 
Closing Date: 17 April 2105 
Interviews commencing: week beginning 27 April 2015  
 
 
 

mailto:events@theultimatetravelcompany.co.uk

