
 

 

 

BEYOND GROUP TRAVEL, INC. 

We are a travel company specializing in creating worldwide custom programs including upper premium 
and luxury ocean, river, and expedition cruises. We are based in Houston, Texas, privately-owned and 
expanding our staff  with the following position available immediately: 
 

Leisure Travel Concierge - Remote 

Principle Accountabilities and Deliverables 

➢ Full time remote position reporting to Owner/Partner (part time is not a consideration) 

➢ As part of our remote workforce, we require a reliable Internet connection from your home with 

speeds of no less than 50MB up and down to perform your work duties.   

➢ This internet expense is borne by you.  We will provide computer hardware if desired and 

associated software to perform work duties. 

➢ Maintain accurate records within industry-related Database 

➢ Assists office paperwork and duties that support the service of our clients  

➢ Coordinate all aspects of a travel program including working with vendors, clients, and travelers 

➢ Answer the telephone and assist travelers with any questions about tour or program 

➢ Suggest and implement processes to assist in the operation of tours and programs 

➢ Maintains email account and responses in/out of office for communication purposes 

➢ Other duties as assigned 

 

Knowledge, Skills & Abilities 

➢ High School diploma/GED required 

➢ College Degree preferred 

➢ 2-3 years of customer service preferred 

➢ Sales experience preferred 

➢ Excellent interpersonal communication skills, both written and verbal 

➢ Superior knowledge and skill with personal computer and software applications include 

Microsoft Outlook, Word, Excel, Power Point and Database experience 

➢ Ability to organize, plan, prioritize and follow through on work and tasks to ensure deadlines are 

met 

➢ Possess confidence and intelligence to take initiate and perform the job 

➢ Ability to maintain professional image and work environment 

 

For consideration, email your resume, qualifications, and availability to: 

Sales@BeyondGroupTravel.com 

mailto:Sales@BeyondGroupTravel.com

