
 

 

 

Are you our new Hotels Coordinator? 

Expat Explore is an online based tour operator conducting coach tours around Europe and 

beyond. We run over 300 departures yearly, working with over 200 hotel partners all over 

Europe and the UK. Our business is growing so we are looking for an enthusiastic individual 

who will be responsible for sourcing, coordinating and negotiating contracts with our hotel 

suppliers and co-manage all aspects of the company’s hotel and accommodation needs.  

Expat Explore is a small and dynamic company in constant development. As our Junior 

Hotels Contractor you will get great responsibility from day one. Together with Hotels team 

and rest of the operations team you will be Expat Explore’s first point of contact to our 

suppliers.  

We imagine that you have been working in the travel industry, either in the operations, 

product or contracting department and are looking for the next step in your career. We are 

looking for someone who enjoys working with suppliers and has a bubbly personality.  

Some of your responsibilities will be: 

 To manage all aspects of Expat Explores hotel and accommodation needs. 

 To liaise with other departments on the accurate representation of accommodation 

used on our tours, especially relating to website content, itineraries and tour leader 

representation. 

 Ensuring supplier standards are maintained and acting as main point of contact for 

suppliers.  

 Management of all aspects of hotel contracting from sourcing through to negotiation 

of contracts, as well as annual renegotiation of existing supplier contracts. 

 Travel to European destinations when needed to inspect quality of suppliers and to 

build relationships. 

 On a long term basis, attend workshops, fairs and trade shows all over Europe to 

engage with existing as well as potential new suppliers. 

 Day to day administration of group bookings; managing allocations according to 

terms and conditions, sending rooming lists and coordinating invoicing and payment 

with the accounts department.  

 Preparing tour documents for pre-tour briefings.  

 Manning the emergency phone on a rota basis and dealing with emergencies and 

queries on tour in a professional, capable and calm manner. Providing support and 

advice to tour leaders when needed in difficult situations. 

 



 

 

 

 

We are looking for someone with the below personal and professional competencies: 

 Supplier relationship management: You have excellent interpersonal skills and you 

have experience in working with suppliers from all levels and all nationalities. 

 Fast-thinking, forward-thinking and multi-tasking: At Expat Explore, things go fast. 

You must have a proven record of working in a fast-paced environment where you 

had to make quick decisions.  

 Team work oriented: You will be a part of a small operations team where we all 

assist each other on a daily basis. You don’t mind putting your own goals on hold to 

help your colleagues when needed. 

 Attention to detail 

 Analytical: you will need to quickly understand the business needs and learn about 

our tours to be able to find the right hotel partners based on quality and price. 

 Hotel experience: Experience working with hotels is a necessary competency, 

whether being on an administrational level or contracting level. 

 Travel experience – professional and/or personal: You love to travel and have a 

passion for exploring. You have visited most places in Europe and your geography 

knowledge is excellent. Work experience in another European country is an 

advantage 

 Industry experience: Experience from a similar role in the coach tour operator 

industry will be an advantage. 

 2nd European language an advantage (e.g. French, Italian, German) 

 Microsoft Office: You are competent with Microsoft office especially Excel. You know 

how to set up Excel spreadsheets and how to work with formulas. 

 You minimum hold a Bsc degree in tourism, business management or another 

relevant subject. 

Salary: 20000-22000 depending on experience, negotiable 

 


