ASD Functional Job Descriptions

Travel

Function Responsibilities

Responsible for managing and/or administering activities related to Lab-wide travel.  

Range of Responsibilities

Responsibilities may include a combination of the following: develop, modify and execute institutional travel policies and procedures; reimbursement coordination and reconciliation; travel accounting and audit for payment; reservation systems administration and problem solving; and securing DOE approval as needed.  May interface with or negotiate contracts with travel agencies and suppliers, and act as a key or primary contact with corporate travel agencies and DOE as needed.  May be responsible for adherence to cost control and effectiveness in the Travel Department.

Level Requirements
	Position
	Scope/Areas of Responsibility
	Type of Customer Supported
	Decision Making
	Independence/

Consequence of Error
	Supervision
	Liaison
	Knowledge/ Skills  & Ability
	Education/Experience

	Travel Specialist


	Full use and application of established Lab policies, procedures and techniques.  Works on assignments that are semi-routine in nature where ability to recognize deviation from accepted practice is required. 


	All travelers, including guests. Scientific and operations staff and management.
	Moderate complexity.  Develops solutions to a variety of problems of moderate scope and complexity.  Formulates basic recommendations and uses judgment within defined practices and procedures.
	Works under general direction and is reviewed for soundness of judgment and overall adequacy and accuracy.  Expected to apply initiative and judgment in resolving routine problems.  Contributes to fulfillment of projects and organizational objectives.  Failure to achieve results of erroneous judgments or recommendation may impact an individual traveler. 
	May provide guidance and/or daily supervision to clerical non-exempt employees.
	Contact with internal and external personnel on routine to moderately complex matters.  
	General and/or specialized knowledge.  Full use and application of standard principles, theories, concepts, techniques and systems of travel administration.  Broad working knowledge of practices, techniques, and compliance issues in area of expertise. 
	2-4 years of travel  administration experience.  
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	Travel Manager


	Establishes operational objectives, manages activities of individual contributors and supervises Travel and Conference group staff, with accountability for results in terms of costs and strategies.  Directly contributes to the development of new lab-wide policies, procedures, concepts and techniques related to travel and conferences.   
	Senior management in  Operations and scientific Divisions.  


	Makes independent decisions involving complex policy interpretation.  Uses judgment within broadly defined policies and practices.  Serves as a consultant and external spokesperson for  Travel and Conference groups on major matters pertaining to travel and conference  policies, plans and objectives.  
	Work is accomplished without considerable direction.  Exercises considerable latitude in determining objectives and approaches to assignment.  Makes independent decisions involving complex policy interpretation.  Erroneous decisions will result in critical delay(s) in schedules and/or unit operations and may jeopardize overall business activities.  
	Manages travel and conference staff activities.  Manages travel through subordinate supervisor who exercises full supervision in terms of costs, methods, and employees.  

Provides guidance to Division administrative staff providing travel and conference services.
	Interacts with Lab and Division senior management on matters requiring coordination across organizational lines, as well as DOE, UC and outside vendors such as Maritz, BTS, AMEX, USBank and Gelco.

	Current, comprehensive and senior management-level industry experience, including theoretical and practical knowledge of industry systems and practices.  Interpret and understand policies and procedures of  Divisions/UC/DOE and other  external organizations.   Extensive leadership, managerial and supervisory skills, as well as strong problem solving and interpersonal and communication skills.   Develops resolutions to complex problems.


	8-10 years of travel management experience and supervision.   BA/BS desired.
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