Inbound Travel Operation Coordinator
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Location: Beijing, China
Starting date: ASAP

ABOUT THE COMPANY:

The company is a full-range travel provider for business and leisure travellers. They offer business travel management
solutions, incentive travel, corporate event organization, team building, and company outings. The company also
specialize in tailor-made holidays and retreats, small group tours, and cultural immersion programs across China and
beyond.
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MISSION:

e Responsible for booking operations for inbound tourism teams
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e Responsible for hotel, fleet, restaurant and other related matters, communicating, coordinating, and
managing with drivers and tour guides
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e Responsible for coordinating and handling various unexpected matters that may arise during the entry
team's itinerary
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e Responsible for data entry into the company's system
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REQUIREMENT:

e Good team spirit
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e Devoted to work, responsible, enthusiastic in treating others, cautious in doing things, and with a sense
of service
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e Strong language expression ability, communication ability, and adaptability
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e Familiar with office software operations, with English/Spanish listening, speaking, reading, and writing
abilities, and proficiency in other European languages is preferred
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APPLICATION:

Please send your resume to: bj-hr@ccifc.org
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