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	Job Tasks and Learning Outcomes (to be developed by the employer and school coordinator)
Specific tasks related to position:

	Virtual Textbook

Websites

	ASSIGNMENT


	· Provides excellent customer service.
	· http://marketing.about.com/od/relationshipmarketing/a/crmtopten.htm?terms=customer+service+tutorial

	

	· Studies maps, directories, routes, and rate tables to determine travel route and cost and availability of accommodations.
	Learn how to read a map:
· http://www.pacificislandtravel.com/nature_gallery/howtoreadamap.htm

	

	· Provides customers with travel suggestions and information such as guides, directories, brochures, and maps.
	Obtain FREE Travel Brochures, Guides, and Maps:
· http://www.travelinformation.com/index3.php
· http://www.mapnation.com/mapsurvey/?cid=1000
Travel Abroad Education (check out the Getting Started & Before You Go sections at the bottom of the home page.)
· http://www.adventuresabroad.com/

	

	· Contacts motel, hotel, resort, and travel operators by mail or telephone to obtain advertising literature.
	Phone Etiquette:
· http://fsweb.bainbridge.edu/techprep/WorkEthicsActivities/comm8.doc

	

	· Calculates estimated travel rates and expenses, using items such as rate tables and calculators.
	· http://www.travelocity.com/
· http://www.usairways.com/travel/reservations/index.htm
· http://www.orbitz.com/

	

	· Obtains reservations for air, train, or car travel and hotel or other housing accommodations.
	Make online reservations for airline tickets, hotels, car rentals, and cruises:
· http://fortrips.com/
· http://www.bizrate.com/buy/browse__cat_id--223.html

	

	· Assists client in preparing required documents and forms for travel, such as visas.
	· http://www.bootsnall.com/howto/index.shtml
· http://www.adventuresabroad.com/

	

	· Plans itinerary for travel and accommodations, using knowledge of routes, types of carriers, and regulations
	How to Plan a Trip
· http://www.pbs.org/wnet/goingplaces3/plan.html

	

	· Career Information
	Bureau of Labor Standards
· http://bls.gov/oco/ocos135.htm

	


