
 
 

 

Reservations Executive 

 

 

Jacada Travel is a growing, dynamic luxury travel company, originally founded in 2008 in 
London. Since then, we’ve gone from strength to strength, planning private luxury tours in Latin 
America, Africa, Asia, Australasia and Europe for an international clientele. Our company 
mission is “to make travel uplifting” for our travellers, ourselves and the world itself. 

Please take a look at our site to find out more about Jacada: https://www.jacadatravel.com/ 

The Role 

You’ll work to assist our team of expert travel designers to find, hold and reserve the best 
possible accommodation and experiences for our clients travelling in Chile, and also direct 
bookings with US-based external travel agents.  

You’ll be working with the team to help negotiate the best possible rates and contracts for our 
clients. In the lead up to arrival you will also assist the concierge and operations team to fine-
tune the details and make sure our guests get treated perfectly. 

Your Responsibilities  

Producing accurate itineraries for the Latin America team by processing required 
accommodation, service and flights reservation enquiries that come through from the team 
in direct contact with hotel and service suppliers 

 Checking availability and suggesting solutions when first options aren’t available 
 Providing destination advice and general guidance to colleagues to assist them 

throughout the booking process 
 Loading product and supplier information and contracts onto our bespoke CRM 

system 
 Investigating and providing solutions to any general itinerary queries/issues 
 Prepare relevant documentation for clients and suppliers as necessary 
 Sharing responsibility to man the emergency phone to help the clients in case of any 

issues when traveling 
  
Key Skills and Experience  

 Travel industry experience (at least 3 years) Reservations and contracting experience 
is an advantage 

 Fluency in written and spoken English 
 Excellent  Chile destination knowledge 
 GDS experience 
 Attention to detail 
 Good Microsoft Excel and Word knowledge 
 Good mathematical ability 
 Ability to prioritise workload and excellent time management 

 
 



 
 

 

Personal Attributes 

 Positive attitude to seek solutions in your work and create a friendly environment in the 
office.   

 A readiness to adapt and embrace change; recommending ways we can improve 
 Ability to actively listen and demonstrate empathy and self-awareness 
 Flexibility to take on a variety of tasks and willingness to roll sleeves up and support 

colleagues. 
 Humility and openness to learn from others 
 High expectations for customer service and customer care 
 Enthusiastic and self-starting 

  
This is not a customer facing role, although you will spend a lot of time taking care of their 
experience through the concierge and travel design teams. There’s a great deal of 
satisfaction to be had helping to arrange a successful honeymoon or once in a lifetime trip 
and we would love to see those who can give the care and attention that such a role requires. 

The successful candidate will find themselves working with a diverse team of experienced 
travelers and will have the opportunity to gain an in-depth knowledge of luxury travel 
throughout Chile. There will be opportunities to make a difference to a continuously growing 
team, enhancing the general success of the Latin America Department. 

Please send your CV and a covering letter to marta@jacadatravel.com detailing why you 
believe you suit this role at Jacada and what you would bring to the company, as well as your 
experience of travel around the world (where you have travelled to and which was your best 
travel experience).  

 


