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	Position
	Contract loading - Tourplan

	Name
	

	Reports to
	Application Manager 
	Team
	IT team

	Date prepared
	

	Job purpose / What is my personal contribution to the success of the company’s strategy?

	Ensure that our integrated software TOURPLAN provides all areas of our company with up-to-date, comprehensive and accurate data.

	Key responsibilities                

	SOFTWARE SYSTEM (TOURPLAN)
• Product database: create new and update existing options to ensure smooth reservations
• Data input: Enter and maintain general information in Tourplan for internal and external use 
• Rate input: insert land services rates to ensure accurate clients quotations and supplier invoices



	Required Competences/Skills

	Key skills and Knowledge

• Attention to details and accuracy (consistency) are essential

• English speaking and writing

• Good time-management (prioritising) and organised

• Computer literate (MS Office) 

 Personality Skills
·  Proactive and able to take initiatives
·  Self-motivated with professional and positive approach  
·  Reliable, flexible and enthusiastic

	Company Values

	Reliability & Credibility

· Respond to users requests within agreed deadlines

· Knowledge of Tourplan
Innovative ability, Creativity
· Provide suggestions for improvement on using Tourplan to its full potential
Flexibility
· Do your best to answer positively to users’ requests
Responsibility, Clarity 
· Be responsible for your own tasks and have respect for the ones of your colleagues


