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Position Title: Travel Manager 

Location: Brisbane Head Office 

Reporting To: Senior Program Delivery Manager - PNG 

Level: 4 

Duty Statement: The Travel Manager is responsible for the management of all aspects of 
travel for Abt Associates Australia. They are the subject matter expert for 
all allocated program and business-related travel needs, policy 
compliance and relationship management. 

Specific Duties: • Coordinate all travel arrangements (air, lodgings, vehicle hire, 
transfers etc) for corporate business and allocated programs, 
supporting travel requesters, managing traveller and travel 
management company interactions 

• Lead the continued devolution of travel management to program 
teams, including managing and/or coordinating any educational 
and capacity building activities to support this 

• Oversee the implementation of travel management systems and 
software across the business, including managing system and 
software updates in consultation with IT 

• Travel policy custodian ensuring compliance, maintaining 
updates, and strategically developing the organisation travel 
management processes to keep pace with both the evolving 
travel environment and health and safety needs of all travellers 

• Relationship manager and focal point contact for; the travel 
management company, airlines, hotels and other travel-related 
vendors and representatives. Negotiating all relevant 
agreements, against the company value for money and client 
requirements. Monitoring agreements, reviewing regularly and 
ensuring market comparison during renewal 

• Coordinate with the COVID-19 Management Team on all 
strategies, emerging issues and innovations related to the 
changing travel environment related to COVID-19 

• Collaborate with the Senior Safeguarding and WHSS Specialist 
on all incident management processes that may impact 
travellers, including participation in the relationship management 
with the third-party provider and reporting on access and 
useability of safety monitoring tools (for example Travel tracker) 

• Providing specialist advice to the Program Development team on 
all deployment and mobilisation requirements 

• Other reasonable duties as required 

Key Requirements: • Minimum 3-4 years’ experience in a similar travel management 
position 

• Demonstrated experience arranging complex and multi-segment 
domestic and international travel using travel management 
systems such as Serko and Tramada (or similar) 

• Demonstrated working knowledge of domestic and international 
reservation processes, faring, routing and ticketing procedures, 
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and participation in end-to-end travel-related change 
management projects 

• Customer service mindset and focus, demonstrated ability to 
build professional working relationships (internal and external) 
with an understanding of travellers’ concerns and challenges 
and ability to deal with changes in a calm, patient manner 

• Demonstrated ability to prioritise and effectively manage multiple 
tasks that require a high level of detail and efficiency, high level 
of autonomy and ability to summarise workloads effectively to 
management team where required  

• Exceptional written and verbal communication skills, as well as a 
demonstrated ability to work effectively cross-culturally 

Core Competencies: • Delivers results 

• Builds internal and external customer satisfaction and loyalty 

• Develops people 

• Communicates 

• Sets vision and direction 

• Demonstrates sound financial and business-related practices 

• Builds teams and cooperation 

• Promotes technical excellence and quality 

• Promotes diversity 

• Acts as a role model.  

Abt Associates 
Values: 

The incumbent must demonstrate a high level of commitment to following 
values of Abt Associates: 

Mission. 

• I am driven by Abt’s mission to improve the lives of people 
worldwide. 

• I contribute directly to and positively affect our financial health 
to expand our mission and sustainable impact around the 
world.  

Excellence.  

• I approach my work with discipline and rigor while seeking 
opportunities for continuous improvement and development.  

• I set high expectations for myself and others, and take 
responsibility to coach and teach others. 

• I will be entrepreneurial and actively pursue innovation, and 
encourage others to do the same.  

• I seek to achieve the best outcomes, to maintain Abt’s 
reputation for excellence, even if the path is uncomfortable.  

Diversity. 

• I value individuals of all races, ethnicities, religions, genders, 
sexes, sexual orientation and identity, ages, mental and 
physical abilities, and nationalities.  
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• I actively build a diverse Abt community that collaborates with 
and reflects those we serve.  

• I empower and create opportunity, so all voices are heard 
regardless of background and experiences. 

Respect. 

• I work to earn, build, and sustain trust. 

• I treat people with respect regardless of their position or their 
agreement with me.  

• I consider the impact that my words, actions, and decisions 
have on others. 

Integrity. 

• I do the right thing, even when no one is looking.   

• I am accountable for my choices and actions, and I honor my 
commitments.  

• I seek to understand and learn from mistakes. 

Balance. 

• I can flex when I work, where I work, or how I work to meet both 
personal and professional commitments.  

• I contribute to an environment where my colleagues can 
experience balance. 

• I must balance all of Abt’s stakeholders’ interests in my 
decision making. 

 


