
 
 

Position: Program Coordinator for the U.K. 
Department: Customized Faculty-led Programs Team 
Location: Northampton, MA 
Starting: Beginning of August 
Classification: Full Time 
 
 
Position Description 
 
The Customized Faculty-led Programs UK Coordinator is primarily responsible for the following key areas within our customized 
programs division: logistics planning, advising and both program and inquiry management. The position reports to the Assistant 
Director of Customized Faculty-led Programs. 
 
Specific Duties of the Coordinator 
 

 Manages logistical planning for up to 20 programs per year including, but not limited to, hotel accommodations, 
transportation contracts, excursion reservations and academic related activities 

 Responds to inquiries and questionnaires via email and phone follow-ups 

 Strives to maintain a 24-hour response time and high level of customer service 

 Manages the inquiry/bid process for 70+ programs per year maintaining monthly contact with partners according to 
current SOPs 

 Creates and distributes program pre-departure materials to outgoing institutions/groups and facilitates connecting the 
OPC to the institution and faculty pre-departure 

 Advises OPCs on program logistics and expectations 

 Advises faculty and administrators on program proposals and upcoming programs which includes checking-in with 
partners at least once a month on pending and approved/marketing programs 

 Manages program accounts including invoicing, payables and collections 

 Rotates the CFLP team emergency phone for program coverage when programs are abroad and responds as necessary, 
looping in the Emergency Management Team when an emergency is reported 

 Works in accordance with current SOPs and policies and assists with other projects seasonally when possible 
 

Minimum Qualifications 
 

 Bachelor degree or equivalent experience in the travel industry 

 Ability to work independently  

 Previous logistics or travel industry experience preferred 

 Ability to provide exceptional customer service 

 Computer fluency in most major applications (MS Word, Excel, Outlook, etc.) - Mac user preferred 

 Outstanding written and oral communication skills 

 Excellent time management and multitasking skills 

 Comfortable with a fast-paced and changing environment 
 
 

Salary and Benefits 

 Competitive, entry-level salary 

 Company-sponsored health, dental and vision insurance 

 Medical and Dependent Care Flex-Spending Account 

 Wellness Program 

 401k plan after 1 year of employment with company match 

 10 days paid vacation, 5 sick days, plus CISabroad holidays 

 



 
 
 
 

Application and selection process 
 
Interested and eligible applicants should send in a resume and a cover letter indicating their relevant skills, experience 
and motivation for applying for this job. In addition, two references should be submitted. Resumes, cover letters and 
references should be emailed to jobs@cisabroad.com. Qualified candidates will be contacted for interview. No phone 
calls please. CISabroad is an equal opportunity employer. 
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