
AMERICAN SOCIETY OF TRAVEL AGENTS 
POSITION DESCRIPTION 

 

POSITION: Fulfillment Coordinator, Business Development  

REVISED: November 2017      

REPORTS TO: Director, Business Development    

                                  

 

 

SUMMARY OF POSITION: 

 

The American Society of Travel Agents (ASTA) is the trade association for the travel agency 

community. ASTA’s mission is to promote and defend the industry through proactive representation, 

shared knowledge and the advancement of professionalism. As a membership organization, ASTA’s 

network of travel professionals expands beyond the agency community and includes the companies 

whose products they sell.  

 

The National Association of Career Travel Agents (NACTA), was established in 1986 as the original 

association with a mission to represent the interests of the individual travel consultant, and now has 

expanded to all professional sellers of travel. NACTA host travel agencies and suppliers support this 

growing distribution channel. 

 

The Fulfillment Coordinator is responsible for supporting ASTA & NACTA Supplier members and 

the Business Development team to help both parties reach their goals. The Fulfillment Coordinator 

must take the lead in engaging, managing and administering the fulfillment of all sponsorship 

deliverables. Working with several departments within ASTA, the goal is to ensure all deliverables are 

completed and that our Supplier members enjoy a positive experience with ASTA & NACTA. In 

addition to fulfilling supplier contracts, the Fulfillment Coordinator will assist with basic Supplier 

member renewals as well as managing specific programs, eg. TOP and Webinars. This unique position 

requires an equally unique personality; one who has an entrepreneurial spirit and enjoys a sense of 

ownership when it comes to projects. This person should be a self-starter, have a positive outlook and 

pay strong attention to detail. This person should be an innovative thinker, suggesting improved ways 

of doing business when they see them.  Perhaps most important is the ability to build and maintain 

positive relationships both with Supplier members and co-workers.  

 

DIMENSION OF POSITION: 

Budget Responsibility: Business Development; ASTA & NACTA 

 

NATURE AND SCOPE OF POSITION: 

The Fulfillment Coordinator works with all levels of ASTA Business Development but is specifically 

responsible for turning over signed contracts, fulfilling all sold sponsorships, managing the TOP 

program and facilitating Webinars.  

 

The Fulfillment Coordinator must be able to: 

 

- Understand and articulate ASTA’s mission and value proposition while keeping up to date 

on important industry and ASTA happenings in order to sell ASTA Supplier membership 

and get Supplier members engaged in various events and programs 

- Communicate professionally and effectively, both verbally and in writing with prospective 

members, members, elected officials, staff and consumers 

- Stay organized in order to be efficient and timely with requests for information 

- Manage the day-to-day responsibilities of the position while meeting deadlines for long 

term projects 



- Provide exceptional customer service in order to exceed the expectations of ASTA’s 

current and prospective members 

- Develop, manage and implement multiple projects 

- Maintain fulfillment spreadsheets that are current and clear to understand  

- Navigate through membership databases (iMIS & Joomla) on a daily basis, to activate, 

update and maintain ASTA & NACTA Supplier Memberships 

- Follow current procedures while updating when appropriate. Think innovatively and 

openly suggest new ways of doing business. 

- Work independently, be proactive and self-motivated to accomplish tasks 

- Rout contracts, assist with invoicing and maintain a Balance Due Log for events 

- Build and execute sponsored Email Broadcasts, Banner Ad’s, Dateline creative and other 

misc. marketing deliverables  

- Build, market, host and moderate Supplier Webinars using GoToWebinar  

- Manage the Supplier TOP Program by maintaining the online directory, the TOP Specials 

webpage, collecting creative, organizing invoicing and creating the quarterly E-Newsletter  

- Maintain the Proud Partner webpage 

- Assist entire Bus Dev where needed around event time with trade show, sponsorships, 

communication and signage 

- Help guide Supplier members and prospective members to the membership benefits and 

ASTA events that fit their needs 

 

 

REQUIREMENTS: 

 

- Bachelor’s degree preferred  

- Excellent verbal and written communication skills  

- Customer or member service experience required 

- Proficient in Microsoft Office Suite 

- Proficient in Real Magnet or another HTML Email program is a plus 

- sales/marketing/business development experience or related field is a plus 

- Knowledge of  iMIS database system and event management programs (ie: EShow) is a 

plus 

 

 


