
 
 

 

Reservations/Business Development Manager 

 Type of position:  Full time 

 Location : Mombasa Road 

A privately owned luxury tented camp in the Mara is looking for a very intelligent and organized 
Reservation/Business Development Manager to manage their Nairobi operation.  

This exciting opportunity is not one to be missed. If you are in Reservations/BD now and want to 
diversify your experience and skills then this could be the role for you.  

Do you have good networks in the travel and tourism industry in Kenya? Then we want to hear 
from you.  

A great and challenging opportunity to join a growing exciting team.  

Job purpose 

 To organize and supervise all reservation and administrative activities that facilitate the 
smooth running of the Nairobi office, which is the central hub of reservations for our 
camp in the Mara. 

Job duties 

Reservations Roles: 

 Handling direct client inquiries and agent bookings 

 Booking flights, transfers and hotels 

 Invoicing and collecting money from clients 

 Liaising with camp on clients arrival, departure, special requirements 

 Doing weekly reports to directors on booking situation. 

Marketing Roles: 
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 Maintaining relationships with Local Agents. 

 Creating monthly marketing materials and newsletters to agents and direct clients 

 Client Relationship Management with past and potential future clients  

 Attending to guest comments(both complements and complains) 

 Managing and updating the camp�s social media platforms(facebook and twitter) 

 Managing and updating other platforms e.g. Trip advisor 

 Managing and updating online booking engines. E.g. booking.com, stay now, 
safari now, jovago, wetu.com and nightsbridge 

 Formulating special offers depending on the market situation 

Finance Roles: 

 Making payments to the suppliers 

 Liaising with the accountant and auditor  

 Overseeing all receipts/invoices are submitted to the auditor in good time. 

 

Skills, Personal traits and Attributes 

 Communication Skills: ability to listen and communicate effectively in collaborating with 

co-workers and management, direct reports and directly with customers.  

 Attention to Detail: From ordering the correct type of staples to complying with set 

standards, making sure every detail is right. 

 Leadership Skills: Ability to motivate, discipline and resolve conflicts on a regular basis 

while in charge of the support staff.  

 Analytical Skills:  Ability to analyze situations and make decisions based on the best 

interests of the company with regards to operation efficiency whilst maintaining quality 



 
 

 

service. 

 Independent and responsible worker � the running of the Nairobi office is supported by the 

camp, directors and accounts departments, however, you will be responsible for all the 

functions of the Nairobi office. The ability to work independently and accountably is key 

to this role.  

Qualifications 

 Bachelor�s degree in business, economics, finance or marketing would be preferable 

 At least two years of previous experience in business development management. 

 At least three years of experience in reservations and bookings for a tourism outfit. 

 At least two years experience in sales and marketing or Business Development for the 

hospitality and tourism industry. 

 A good network of contacts in tourism in Kenya and abroad would be an added advantage. 

Remuneration: 50-80,000/- depending on experience 

Additional benefits � reimbursement for fuel or transport for out of office calls and 

sales/business development calls.  

Visits to the Mara come as an added perk!  

Click here to apply. 


