
 
 

ROLE DESCRIPT ION: 

Job T itle:   Complaints Executive 

Departm ent:   Customer Serv ices (Your Golf Travel) 

Location:    Farringdon, London 

Salary :    £24,000pa 

Contract:    Permanent – Full Time 

Hours:    Monday  to Friday, shift patterns between 8.00 am and 8.00 pm  

Saturday  and/or Sunday working may be required between 9.00 am 

and 5.00 pm on a rota basis, dependent upon business requirements. 

            

Background: 

Y our Golf Travel is a multi-award winning, high-growth company which employs 260 people in our 

Farringdon based Head Office. We now boast the title of being the World’s largest golf travel provider 
in just 10 y ears of trading, having booked 500,000 golfers and tee -times across 24 countries 
worldwide each y ear. 

Role to include, but not limited to:- 

As the Complaints Executive y ou will maintain the highest levels of customer service when 

communicating v ia telephone, letter or email, and delivering an exceptional customer experienc e at all 
times.  
 
Y ou will deal with customers, colleagues and external organisations at all levels in an efficient, 
professional and confident manner to assist with achieving organisational goals, handle complaints 
according to company procedure, with the  aim of resolving these to the satisfaction of all parties 

whenever possible, with a strong focus on customer retention.  
 
At times, y ou will also be required to assist with all pre-departure enquiries which will include general 
questions about the customers booking, as well as changes, amendment, extras and cancellations.   
 
Additional duties will include; 
 

 Taking full ownership of any  pre- & post-travel enquiries and complaints, liaising with other 
departments, fully investigating issues etc 

 Responding to all escalated pre-& post travel complaints and enquiries in a pragmatic fashion 

 Monitoring and responding to any Social Media escalations 

 Assisting with complaints submitted via our regulatory bodies  

 The handling of correspondences sent for the attention of our Senior Management Team  

 
 

 

 

 



 
 

 

Required experience: 

 Candidates should have at least 3 y ears’ experience in a similar role dealing with customer 
complaints at an escalated or supervisory level, and working in a high -volume work 
environment.    

 Must be working in a customer service or administrative role.  

 Carry  effective organisational skills and the ability to multi-task 

 Must possess excellent written, spelling and grammar skills  

 Proven ability to work under pressure 

 Must have proven experience of working on y our own initiative to meet KPIs and personal 
goals. 

 Any  work experience gained within the leisure / travel industry would be preferential but not 
essential.  

 Good all-round knowledge of European travel 
 A passion for Golf is also desireable! 

What’s in it for y ou? 

 £24,000pa basic salary 

 25 day s’ holiday pa 

 Contributory pension scheme 

 Staff discounts available on Golf day s, Golf breaks, Flights, Accommodation, Airport Parking, 
Airport accommodation and Airport VIP Lounge’s.  

 The opportunity to travel to attend familiarisation trips across the UK & Europe  

 Subsidised Golf clothing for Employees 

 Childcare voucher scheme 

 Corporate gy m discounts 

 A v ibrant and high energy working environment 

 Free fruit, tea and coffee 

 Refer a friend bonus scheme 

 Summer and Christmas socials 

 Extensive training and opportunities to develop in a fast -growing company! 

 

 
 
 
 
 
 

 
 

 

 

 

 


