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JOB DESCRIPTION and PERSON SPECIFICATION 

 
 

 TRIPS & ACTIVITIES COORDINATOR 
 

Introduction 
 
Concord College is England’s premier co-educational international boarding school providing GCSE 
and A Level courses.  Set in 73 acres of Shropshire parkland, the College combines outstanding 
facilities with first-rate academic performance.  The College is regularly rated in the top 20 schools in 
the UK. We also run our own residential summer course programme during the months of July and 
August.  Students are cared for by dedicated staff in a safe and beautiful environment.  
 
Concord College is committed to safeguarding and promoting the welfare of children and young 
people and expects all staff to share this commitment.  Child protection screening is undertaken which 
includes checks with past employers and the Disclosure and Barring Service. 
 
 
Purpose of the role 
 
The Trips & Activities Coordinator will report to the Bursar (or Deputy) and is responsible for liaising 
with teachers, students, parents, senior management and approved tour operators and providers.  
The role involves researching, arranging and coordinating travel, transportation and accommodation 
for student educational and cultural overseas trips and UK residential trips and activities including 
Duke of Edinburgh expeditions, field study trips and outdoor educational activities according to trip 
purpose, objectives and budget and in accordance with college policies and procedures. 
 
The post holder will be expected to contribute to and promote the College’s ethos of dedication, 
decency, trust and mutual respect. 
 
 
Main duties and responsibilities include: 
 
Overseas and UK residential trips 
 

 meeting and liaising with group leaders, providing advice and guidance on the College’s policies 
and procedures for overseas and UK residential trips; 

 providing administrative assistance to group leader; 

 preparing communications to promote overseas and UK residential trips and communicating 
with and collating responses from students and parents; 

 communicating and liaising with various organisations such as tour operators, travel agents, 
train, coach and taxi companies, theatres, theme parks, galleries, historical sites, educational and 
residential centres and requesting quotes and terms and conditions, etc.; 

 reviewing and negotiating trip quotes; 

 working within fixed quotations and calculations for re-charging students to ensure all costs are 
met and recovered; 

 confirming bookings and issuing purchase orders; 

 tracking all trip itinerary changes, ensuring all trip paperwork is kept up-to-date; 

 liaising with the College’s Accounts Department regarding trip payments from parents; 

 running reports from SIMS to support trip paperwork; 

 collating information and processing group visa requirements for overseas trips with the British 
Council or appropriate consulates; 
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 where necessary, assisting and accompanying students to consulates or embassies for visa 
purposes; 

 up-dating the Senior Management Team on trip details on a regular basis; 

 liaising with boarding parents and support departments on relevant aspects, i.e. early 
departures, late returns, assistance from night security, catering requirements including packed 
meals, laundry or bedding requirements, subsistence and emergency funds, mobile phones, etc.; 

 liaising with the medical staff regarding student medical reports and care plans; 

 where necessary and dependent on countries being visited checking vaccinations requirements; 

 liaising with the Health and Safety Officer to ensure all safety management procedures, 
supporting risk assessments and  policies are in place for each trip; 

 arranging appropriate insurance cover in liaison with the Bursar; 

 maintaining a record of all trips and activities and producing annual statistics; 

 updating and maintaining records of regularly used service providers, ensuring all information is 
current; 

 complying with all relevant regulations in accordance with guidelines from the Independent 
Schools Inspectorate.  

 Maintaining detailed records and participating in inspections, following the National Minimum 
Standards for boarding schools. 

 
General 
 

 preparing trip folders for the Senior Management Team and the Group Leader; 

 complying with policies and procedures, including those relating to Safeguarding and Child 
Protection, Health and Safety, Welfare, Smoking in the Workplace, Security, Confidentiality and Data 
Protection, and reporting any concerns. 

 
 
Skills and experience: 
 

 highly organised with good interpersonal skills; 

 excellent administration skills; 

 competency in coordinating complex schedules; 

 accuracy and good attention to detail; 

 excellent IT skills with proven proficiency in the use of MS Word, Excel, Powerpoint, Outlook and 
database systems; 

 experience of SIMS would be advantageous but training will be provided; 

 proven ability to set up and maintain systems to support efficient and accurate records; 

 previous experience in the travel industry would be desirable. 
 
 
Personal attributes: 
 

 excellent communicator and negotiator; 

 team player with the ability to establish and maintain effective working relationships; 

 flexible approach 

 patience and professionalism; 

 ability to identify where priorities lie. 
 
 
Hours of work 
 
9am to 5pm Monday to Friday with an unpaid one hour lunchbreak.  Occasional additional hours may 
be required as responsibility and workload demand. 
 
Lunch is provided free of charge whilst the kitchen is in operation. 
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Holiday entitlement 
 
5.6 working weeks per annum, including public holidays.  Due to the nature of the business, it may be 
necessary for some public holidays to be classed as normal working days. 
 
 
Remuneration 
 
Annual salary is negotiable, dependent on qualifications and experience. 
 
The College reserves the right to vary or amend the duties and responsibilities of the post holder at 
any time according to the needs of the College.  However, duties will not be assigned which the post 
holder cannot reasonably perform or which fall outside the range of his/her normal skills and 
experience. 
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