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	JOB DESCRIPTION

	Position Title:
	Group Sourcing Agent  

	Location:
	Douglassville, PA

	Job Status:
	Non-Exempt

	Supervisory Responsibilities:
	None

	Objective of the Position:
	The World Meeting and Event division of World Travel Inc. is a CMI Top 25 Meeting Management organization.  Our primary goal is to create and execute extraordinary events for our clients. We do this by immersing ourselves into our client’s culture, becoming an extension of our accounts team and most importantly, a trusted partner. 
At World Travel, Inc., we firmly believe that a positive workplace culture is the key to success. That’s why we make our employees part of our strategy and give them benefits and perks worth working for.
When you decide to join our team of travel experts, you will become part owner of our business! In December 2017, World Travel, Inc. became 100 percent employee owned.  By completing an employee stock ownership plan (ESOP), World Travel has shown its commitment to investing in the future of our team members
The position of Sourcing Specialist will work directly alongside the Event, Corporate Teams and our newest partnership with Full Throttle specializing in collegiate athletic travel to contribute to the success of the highly visible workstream that affects attendees, executives, internal stakeholders, and suppliers on a portfolio of events.


	Job Summary:
	
· Work with your peers and clients to understand meeting & event objective 
· Research best options for services required 
· Send RFPs to qualified suppliers and review responses  
· Evaluate viable options and make recommendations 
· Negotiate the best overall deal 
· Be consultative 
· Provide superior customer service 
· Must be creative and can problem solve  
· Work under pressure to meet the timelines of the event 
· Oversee requirements for rooms, meeting facilities, food & beverage, materials, a/v equipment, etc. and arrange all with hotel/venue/caterer/other vendors
· Must be able to handle multiple projects at the same time 
· Effectively use company resources to organize and relay information needed by team members
· Closely collaborate with colleagues on continuous process improvement.
· Deliver high level internal meeting experience
· Build and maintain strong working relationships with colleagues and industry contacts
· Handle all proprietary information as confidential
· Commission collection 
· Document savings  

	Essential Functions:
	
The World Meeting and Event Sourcing Specialist is a fast-paced entry level position that is responsible for understanding program objectives to vet, recommend and negotiation key program components such as venue location, nightly room blocks and ground transportation for our valued clients including our newest partnership with Full Throttle specializing in collegiate athletic travel. 
Duties include but not limited to working in our third-party registration tool, effectively research, develop RFP’s, negotiations vendor contracts for venue locations, nightly room blocks and ground transportation. 

This requires an understanding of current Meeting and Hotel Industry trends which are critical to conducting our business.       

As part of our Events Team, you will be managing multiple client engagements simultaneously within a defined timeline. 



	Physical Factors/Environment:
	
	The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
Individuals are required to sit for extended periods of time, e.g., an 8-hour shift with appropriate break periods.  Individuals must be seated at a desk with a dual-monitor computer and telephone.  Individuals are required to answer the telephone and type on the computer’s keyboard.  Headsets for the telephone are available.  





	Working Conditions; Schedule:
		The work environment characteristics described herein are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 
World Travel, Inc.’s offices are traditional corporate offices.
For the most part, ambient room temperatures, lighting, and traditional office equipment are as found in a typical corporate office environment. 





	
	This document describes typical duties and responsibilities and is not intended to limit management from assigning other work as is reasonable.
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