Job Description

TRAFFIC COORDINATOR

DEPARTMENT:




EXEMPT (Y/N):



SALARY GRADE:



REPORTS TO:






SUMMARY: 

Responsible for serving as a liaison between Group Marketing and Casino Tour and Travel Department for the coordination of group travel to the property.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following:

· Ensure that all group reservations are correct and received by Casino Tour and Travel promptly.

· Manage the reservation and scheduling of all group traffic to a Casino.

· Maintain traffic flow within acceptable limits by monitoring Casino hourly passenger counts and ensuring Group Marketing staff is informed when maximum capacities are achieved.

· Work closely with all Group Marketing associates to ensure efficient and organized flow of traffic information group reservations.

· Ensure that Casino Tour and Travel is informed of changes in rebate and coupon programs for group traffic.

· Generate all reporting on Casino group traffic, including forecast, recaps, weekly and monthly activity reports, and reports on demand.

· Maintain bus transportation reference guide.

· Review and process all bus and limo invoices.

· Responsible for maintaining a consistent, regular attendance record.

QUALIFICATION REQUIREMENTS: 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.


EDUCATION and/or EXPERIENCE:

High School diploma or GED or equivalent experience.  Minimum of two to three years experience in group travel or marketing.  Experience with spreadsheet applications.


SPECIAL QUALIFICATIONS:

Strong organizational and interpersonal skills required.

LANGUAGE SKILLS:

Ability to read, analyze, and interpret documents, such as safety rules, operating and maintenance instructions, and procedure manuals.  Ability to write routine reports and correspondence.
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MATHEMATICAL SKILLS:

Ability to add, subtract, multiply and divide in all units of measure, using whole numbers, common fractions, and decimals.

REASONING ABILITY:

Ability to apply commonsense understanding to carry out instructions furnished in written, oral or diagram form.  Ability to deal with problems involving several concrete variables.

PHYSICAL DEMANDS: 

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.

While performing the duties of this job, the Employee is regularly required to talk or hear. The Employee is also regularly required to stand; walk; sit; and use hands to finger, handle, or feel objects, tools or controls.  The Employee is occasionally required to reach with hands and arms, and to sit; climb or balance; and stoop, kneel, crouch or crawl.   

Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus.

WORK ENVIRONMENT:

The work environment characteristics described here 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.


The noise level in the work environment is usually moderate.
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