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SPECIALISED TRAVEL LTD





Voluntary Work Placement or Internship Positions

Specialised Travel offers work placements to those who are seeking to gain experience in the world of travel / tourism and music administration.  These placements typically last from 4-6 months.  Reasonable travel expenses are paid.  In return for their commitment, candidates are offered a rich experience in a busy, varied and exciting company. The positions are suited to postgraduate students and those on university courses requiring extended work experience.  Students with an interest in music or tourism will find a placement with us particularly beneficial, but this does not exclude students from outside these disciplines who may enjoy working in an industry they had not previously considered.

Job description

The ideal candidate will be well-organised, with strong attention to detail.  Computer skills and an excellent level of written and spoken English are required.  An interest in classical music is an advantage.

The postholder will assist with all aspects of concert tour planning and administration, including:

· Designing and printing posters for concert publicity using Microsoft Publisher

· Producing and printing itinerary booklets 

· Producing concert and accommodation information sheets

· Administrating health & safety checks on hotels, coach companies and tour activities 

· Collating documentation for courier briefing meetings

· Updating client databases using Microsoft Access and Travel Studio

· Contributing to the upkeep of general office filing systems

How to apply

If you are interested, please send your CV and a letter of motivation, including the dates you are available, to:

Natasha Burke-Manganaro, Office Manager, Specialised Travel Ltd, 12-15 Hanger Green, London W5 3EL, UK.  

Email: admin@stlon.com
Terms

Placement dates: negotiable

Based at the Specialised Travel office in Hanger Green, west London.  Tubes: Park Royal & Hanger Lane, Zone 3.  

The working day is 9.30am-5.30pm, five days a week. Annual holiday entitlement is 20 days pro-rata.  The position is voluntary.  

Reasonable travel expenses are paid (up to zone 1-4 monthly travelcard). 
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