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OPEN POSIT ION –  COORDINATOR,  GROUP OPERATIONS

Status: Permanent, Full-time 

Location: Toronto or Montreal 

Vacancy Disclosure: Open vacancy 

Compensation: $44,00.00 - $ 45,000.00 annually
 

OUR VALUES 

 WE WORK AS           
A TEAM 

with openness to the ideas 
and expectations of our 

colleagues, our customers 
and our client and supplier 
partners with a commitment 

to each other. 

WE ARE 
PROFESSIONALS 

on a constant quest for 
excellence, tackling 
challenges methodically, 
efficiently, and with integrity. 

 

WE GO                 
BEYOND  

our responsibilities to our 
customers, our colleagues, 
society, and the environment. 

 

DESCRIPTION  

The position consists of carrying out the various operations necessary to ensure the smooth 

running of our groups. Responsible for requesting reservations and confirming the various 

services for the groups. The candidate will be required to work one or two weekends during the 

summer to assist the tour guides on the road. 
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RESPONSIBILITIES     

❖ Activation of groups in the CCRS system (final revision of programs with quotations). 
❖ Management of group reservations, confirmations, and cancellations (coaches, hotels, 

restaurants, and activities). 
❖ Management of passenger lists (names, modifications, etc.). 
❖ Management of deposits with different suppliers. 
❖ Sending passenger lists to different suppliers. 
❖ Communicate with our customers in Europe, by phone and email, to follow up on files 

when necessary. 
❖ Take calls from guides during problems on the road and follow up on problem resolution. 
❖ Invoicing of files. 
❖ Reading customer reviews. 
❖ Respond to customer disputes after their return home. 
   

POSITION REQUIREMENTS 

❖ Excellent oral and written communication skills in English and French are a must.  

❖ Post-Secondary School Education or relevant experience in the same position. 

❖ Knowledge of an additional language (Spanish, Italian, German, Portuguese, or Japanese) 

is an asset. 

❖ Dynamism, autonomy, and team spirit. 

❖ Resourcefulness and good stress management. 

❖ Thoroughness and attention to detail. 

❖ Knowledge of Canada's tourism products and geography. 

❖ Knowledge of Word, Excel, and CCRS or other receptive system (an asset). 

❖ Candidates living within 75 km of our Toronto or Montreal office will be expected to 

work on-site at least twice per month, with the remaining days remote, depending on 

team and business needs. 
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AI Disclosure: We use AI-powered tools on job posting platforms to assist in the initial screening 

and ranking of applications based on job-related criteria. Final hiring decisions are made by 

human recruiters. 

 

 

APPLY NOW:  INFO-HR@JONVIEW.COM 

 

 

www.jonview.com https://www.linkedin.com/company/jonview-inc 
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