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Primary Responsibilities:  The Travel Designer has the principal responsibility for delivering custom private 
tour experiences to Alaska Private Touring clients. The Travel Designer delivers quality customer service, 
develops strong general knowledge of all product lines and ensures impeccable delivery of private tour 
experiences.  
 
Travel Designer Accountability: 

1. Understanding client needs and preferences, designing custom tour itineraries to specifically 
meet the client’s style.  

2. Coordinating, scheduling and contracting with vendors to deliver all products and services 
scheduled on client itineraries  

3. Anticipating potential obstacles or challenges that might arise in an itinerary, proactively 
resolving any issues before they become a problem on a tour.  

4. Communicating tour expectations realistically and thoroughly, eliminating any surprises by 
ensuring clients fully understand what is or is not possible on their tour.  

5. Identifying the extra touches that make the difference between a good and a great experience 
and including those touches throughout the client itinerary. 

6. Utilizing company software and resources to their fullest potential, contributing to the maintenance 
of product data to ensure accurate reference information is available to the team. 

7. Preparing itinerary budgets and successfully presenting budgets to the clients to close deals and 
meet or exceed sales targets. 

8. Managing client reservations, scheduling, contracting and confirming each step on the itinerary to 
ensure a seamless travel experience. 

9. Creating client travel documents including itinerary, vouchers and any other documentation 
required to support the itinerary. 

10. Providing 24/7 client assistance as required, being available as a resource for clients while they are 
traveling throughout Alaska by taking company mobile phone as scheduled. 

Travel Designer Authority: 
 

1. Contracting with vendors to fulfill itineraries as approved by clients. 
2. Designing and offering itineraries to clients, representing Alaska Private Touring through the 

proposal process. 
3. Sending accurate and complete client confirmation/invoice documents and following up for 

payment as needed. 
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General Standards: 
1. All staff are responsible for personally modeling the values of the company consistently in all areas 

of operation. 

2. We will practice our value of closeness in every interaction with vendors, clients and staff. The heart 
of Alaska Private Touring is a desire to develop strong relationships with each other, with clients 
and with vendors. 

3. All staff are responsible for developing broad knowledge of our product lines.  Participating in 
training opportunities, asking questions, and researching products are all encouraged.  

4. Any and all proprietary company materials and processes will be held as strictly confidential.   

5. Employees are encouraged to recommend ideas for the vision of the company, innovations and 
improvements within their position.  Innovation is encouraged and can be an ongoing process.  

6. All employees are a part of the Alaska Private Touring’ marketing team, actively seeking 
opportunities to promote the sale of our products and encourage prospective clients to consider 
Alaska Private Touring.  

7. Employees will provide staff assistance as requested, with a spirit of helpfulness.  This means each 
employee may be asked from time to time to cover in other areas of accountability and/or 
departments as a matter of exception, not routine. 

 
HOURLY WAGE:  $18 – 25 per hour, depending on experience 


