
 
 

 

 
The travel agency AVENTURE COLOMBIA 

is looking for a 

Sales and Administration Manager in the Cartagena Agency 
 

The Company: 

Aventure Colombia is a French-Colombian receptive travel agency, specialized in tailor-
made tours of adventure tourism, ecotourism, and community tourism, in the respect of 
Colombia's nature and people. The agency was created in 2007, and rapidly became the 
leading agency on the French-
 speaking market, with a secondary focus on European and North-American markets. 
Aventure Colombia is committed to offer high quality services to demanding customers. 
We provide comfortable and unforgettable journeys thanks to a unique expertise of the 
country and great providers.   

Context: 

Aventure Colombia opened its first agency in the country in 2007 in Cartagena. This is 

where it all started. This position is an ideal opportunity to open up on sales and customer 

relationships through direct contact with travellers from all backgrounds. It also consists in 

preserving and developing better relationships with local suppliers, developing innovative 

production and following the values of the agency, as well as assuming the agency’s 

management responsibilities. All of this in the magnificent colonial city Cartagena, on the 

Caribbean coast! 

Searched Profile: Polyvalence, excellent contact with customers / sales, rigor 

- Excellent contact with customers, dynamic, enthusiast, motivation for sales 
- Excellent organizational and adaptation skills in an autonomous context 
- Excellent Management rigor: Mandatory concerning bookings’ management, 

contract documents, accountable and payments files. 
- Languages: Advanced French, English and Spanish. Mandatory (professional level) 
- Dynamism and enthusiasm, excellent human contact, willingness to satisfy the 

customer 
- Successful experience concerning B2C and B2B sales in the tourism industry 

http://www.aventurecolombia.com/


 
 

 

- Willingness to learn, excellent organizational skills, 
adaptation, taking initiatives, autonomous context 

- Pack Office ( Word, Excel , PowerPoint ) , Outlook and Internet : Mandatory 
- Experience and / or knowledge of the tourism industry 
- Reservation software Knowledge 
- Knowledge of touristic destinations in Colombia, particularly the Caribbean region 

(Cartagena, Santa Marta, Tayrona, Sierra Nevada, Guajira, Mompox…). Ideally 
through a professional experience 

- Already being in Colombia is a plus 

Various and motivating missions: 

- Greet customers at the agency, advise and inform them about the plans and 
packages sold by the agency (schedules, conditions, rates, etc.)  

- Making the sale of these plans and packages directly, or on the internet, collect 
and organize the contract documents  

- Check the availability and reserve services with suppliers (picnics, guides, hotels, 
transport, etc.) regarding the logistics department-booking  

- Upload the reservations in the software  
- Receive and register payments (Checkout and credit card) 
- Maintain a great relationship with the customers. Participate in the client's 

monitoring during and after their trip. 
- Maintain excellent relationships with our suppliers (calls, meetings, track suppliers 

quality, negotiation …) 
- Production: Look for new suppliers, create new plans and journeys, negotiate 

prices, terms and conditions, and upload / update the services in the system 
- Be responsible of the agency’s administration. Includes reporting sales and 

expenses to the accounting department in Bogota.  
- Contribute to good communication between the departments, agencies and 

management  
- Marketing contribution: Share ideas, participate in the animation of the website 

and social networks  
- Manage a sales agent or eventual intern(s) 
- Participate in various tasks of the agency if required.  

 

Supervision: 

The position will be under direct responsibility of the commercial director based in 
Medellin, and under indirect responsibility of the General Manager based in Bogota. 



 
 

 

Conditions: 

Position based in the historical centre Cartagena 
Indicative Schedules: Monday to Friday: 8:00AM-12:00AM and 02:00PM-06:00PM 
Saturday: 08:00AM-12:00AM 
Weekly working duration: 44 hours 
Contract type: Services. Undetermined duration. Duration wished: 2 years. 
Beginning Salary: 1.800.000 COP depending on experience, scalable. Commissions on sales 
depending on objectives, and possibility of growth in the company. 
Starting date: As soon as possible 
 
Send Resume and Covering letter to info@aventurecolombia.com. Object: Poste 
Responsible CTG 2015. 
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