
 

Name of 
Course  

Travel Consultant  

Sector  Tourism & Hospitality 

Sub-Sector  Operations – Sales – Marketing  

Occupation Tour, Travel, Ticket Agent, Planner  

Career 
Opportunities  

This online course offers various opportunities for career to 
successful candidates as employee or as independent 
businessmen in the growing sector of Tourism.  As an employee, 
there are opportunities to work with any corporate, hotels, travel 
agencies, air companies, online application companies etc.  

Course Level Certificate Professional Training Course  

Duration 15 Days 

Training 
Methodology 

Theory, Mock Roles, Online Assessment   

Knowledge 
Partner 

SkillGuru Academy managed by Vardhman Charitable Trust 

 

Course Content 

Day Topics 
1 Introduction  

 Student come forward to introduce him/her self with his full name, family 
background, objective to join the course, any past experience etc.  

 Faculty gives self introduction and brief the way introduction should be 
given in mass, in small groups, formal and informal way.  

 Detailed objective and key points of course will be briefed to the students 
for their better understanding and proper adoption. 

2 Skills related to discipline, image, impression & behaviour  

 Travel Consultant will be taught how to groom her/him self with aspects 
to make up, dressing, accessories. The will be given a list of Dos &Don’ts 
while sitting on the travel desk or meeting to the customers.  

 How to present organisation in proper manner is also a critical part of this 
lesion. Whether it is a new or old organisation, whether it is in one 
business or in diversify business, who are the board of governance, what 
is the vision and mission of organisation...etc. Any Professional dealing 
in commercial field must be groomed to explain well. 

 While seating on front desk there is a set of specific behaviour related 
skills. Students will be explained how to practice the same. 

3 Gender & Age Specific Behaviour and Planning :  

 How to behave, attend & take special care in travel plan for the different 
age is one of very important skills for Travel Consultant. Old Aged 
visitor should not stand, should be given special concession, should be 
given different treatments, seats etc in travel plan also. Travel 
Consultant can delight him by sitting with him in waiting area itself 



instead of asking them to come to desk. Same way a lady shall be 
treated well & also should be given special care in making travel plan 
for ladies This lesion will teach participants about how they can 
differentiate in their treatment based on age and gender of visitors.  

 The communication style will also differ based on this two 
classes.  Salutation, greetings will also differ in different class of age 
and gender. Students will be given practice for same.  

4 Communication Skills :  

 Success in Business of Travel Consultant is depends upon how a 
consultant communicate with client. Hence, his/her communication skills 
needs to be improved.  This lesion will cover verbal & non-verbal 
communications, ways, mediums, quality, formal & informal 
communication etc. 

 The use of communication with different sets of visitor will be taught 
through role plays. 

 

5 Communication with Customer and Colleagues : 

 Communication to receive Job order and instruction from reporting 
superior, Escalate unresolved problems or complaints to relevant higher 
authority and customers also receive feedback on work standards. 

 Learn to show trust, support and respect to all colleagues and assist them 
with information and knowledge, try to achieve smooth overflow. 

 Identified the potential and existing conflicts with colleagues and resolve 
them, seek assistance from colleagues and superiors. 

 How to interact with Colleagues to understand teamwork, multi-tasking, 
cooperation, co-ordination and collaboration, lookout for any errors and 
help colleagues to rectify them 

6 Use of Professional Language : 

 Since the job role is associated with Tourism Industry, it is important that 
students should learn use of professional language and also respect the 
language of visitor.  This lesion will help students to practice language 
related skills.   

 A special emphasis will be given on proficiency of English Language 
along with the regional language.  

 Students will be explained about the key points of tourist spots of Gujarat 
as well jointly explore the important spots of tourism of his/her own areas. 
Students will be given an exercise to learn about different important 
tourism spots across India and Abroad too. 

 As a Travel Consultant, students will be made aware about the kinds of 
information to be Given to visitors. 

7 Safety and hygiene in the Work Area 

 Any work area has to be kept clean, arranged & properly plan to ensure 
safety of self, equipment’s, furniture and especially of the visitors area. 
The lesion will help students to ensure basic safety rules like availability 
of torch, fire extinguishers, to give support to anyone etc.  Travel 
Consultant has to ensure about his office that all the wirings are proper 



at the entry and at the desk etc. These basic skills will be covered in this 
lesion.  

 Cleaning is must in office of travel desk.  Travel Consultant has to ensure 
that the desk, equipment’s, stationary & other things are absolutely dust 
free. Since Travel Consultant meets many visitors in day, shake hands 
also, officer should maintain proper hygiene of body, hands and cloths 
he wear.  He should use sanitizer after each hand shake as well.  There 
are Dos and Don’ts of Safety and Hygiene. 

8 Preparation for self, desk, routine & business office  : 

 Preparing the list of pending work for self, preparing list of work to be 
completed. Adjusting self after a travel from home to office and getting 
ready with basic make up set. 

 Making the desk presentable. Keeping all the necessary equipment’s 
such as computer, printer, POS Machine, Teller, Telephone checked 
before starting the work. 

 Ensuring that all the necessary stationary is at the place.  Stationary like 
Notepad, at least five to six working pen, pencil, yellow stick pad, eraser, 
stapler, rubber bands, stamps, stamp pad with proper ink, papers for 
printing is there in quantity. Basically it is a daily stock check for the 
operation.    

 Listing down all the leads & checking status of each leads & make follow 
up plan. 

9 Travel Consultant Related Skills & detailed brief of handling profession 

 Scope of work to be performed by Travel Consultant.  Like Attending 
customers, making travel plan, booking tickets, hotels, pick-drop 
facilities, other logistics, invoicing, banking etc.  

 As a travel consultant, person has to book tickets. So he/she will be made 
aware about all the options of booking tickets of Flight, Train and 
Bus.  Also will be guided how cab bookings shall be done.  

 Travel Consultant has to attend many phone calls and also to make many 
calls. So, this part will teach how to telephone etiquettes, greeting over 
phone and in-person, keeping person on hold, transferring calls etc.  

 Office of the travel consultant has to be pleasant and comfortable. Hence 
this part of lesion will help understanding working area of travel 
consultant which includes waiting area, equipment area, centre table, 
own desk, any other desk for decoration, glass walls, doors & any other 
area which is in front office. Professional will learn how to keep this area 
maintained.  

 In any business, personal and organisation’s impression has to be made 
proper and positive. Hence, Participants will be made responsible to 
create positive impression of self and of organisation. The same can be 
achieved by ambience management, behaviour, way of communication, 
knowledge of organisation, knowledge of industry & courteous 
treatments to visitors. 

10 Ticket Booking, cancellation & Refund related understanding   



 Booking of tickets for flight, Train and Bus, understanding of different 
class, different facilities, discount patterns, privileges, commissioning 
rules, patterns &different mediums of printing tickets. 

 Cancellation rules, procedures in Air, Train, Bus and 
Cabs.  Understanding difference in cancellation by agents and by 
customers.  Understanding postponement of tickets and travel.  

 Process of refund with rules, banking process & other related issues. 

11 Transfers of Travellers,  Logistics & Planning :  

 Understanding of pick up and drop from the Airport, Railway Station and 
Bus Station by CAB, Hotel Car or by any other pick up car or Bus. 
Transferring passengers from one spot to another will require 
understanding of area, location & logistics. 

 Understanding cost effective methods for transfers and logistics.  

 Planning and execution of logistics during entire travel plan. Transfers of 
traveller and luggage, kitchen facilities, other equipment etc.  

 Managing time and commitment during Travel, Transfers & other 
Logistics. 

 Developing a system which can support the entire travel plan. 

 Understanding different kinds of planning when a traveller travels from 
outside and also when traveller travel to any outside locations. Travel 
Consultant to keep all resources ready to manage transfers and logistics 
plans for his own base station as well for any other locations.  Network 
Development and Management will be taught to troubleshoot in this 
lesson. 

12 Customer Service – Inquiry, Feedback and Complain 

 There are different ways to attend and respond Inquiry, Feedback & 
Complaint. Students will be taught these ways by mock role plays. Each 
industry have different practices to welcome the guest at front 
desk.  Students will learn use of verbiage, jargons & industry specific 
greeting.  

 Making guest comfortable and feel good by offering drinking water and 
offering tea or coffee.  If he has come to meet someone else then helping 
him to waitand coordinating with other person. 

 Completing basic security checks and creating record of same. Like 
visitor book entry, giving visitor card etc. Exchanging visiting cards and 
contact details.  

 How to accept feedback, record them and timely respond to the 
customer. This will make big impact on visitors or customers. 

 Taking complaint, registering the same, if the same can be solved 
immediately on desk, should resolve or escalate to the concern 
department. Take approximate and logical time to resolve the same from 
department and convey to customer. 

 Show proper empathy while handling inquiry, feedback and complaint. 

 Role Play of various complaints, feedback and inquiry cases.  



 While coordinating with other department in front of visitors, how the 
communication will happen, how a Travel Consultant should take notes 
in form of information from other department and passing the same to the 
clients.  

13 Concepts Of New Normal 

 Make sure consistency through a coordinated, collaborative, and 
transparent approach, supported by medical evidence, within the Travel 
& Tourism sector as well as with governments and public health 
authorities. 

 Share harmonised and consistent New Normal protocols which are 
outcome driven, simple and practical across destinations and countries. 

 Rebuild trust and confidence with travellers through effective 
communication & marketing; letting them know the protocols 
implemented and assurances available to keep them safe. 

 Advocate for the implementation of enabling new tourism policies to 
support the recovery and demand regeneration for the sector. 

 Importance of resource for Planning Itinerary and Preparing Tour 
Itinerary. 

14 Travel Itinerary : 

 What is Itinerary and how to prepare, describe as a detailed plan for 
journey, especially a list of places to visit of plan of travel.  

 Itinerary is also defined as detailed travel schedule, including itemised 
route of means of transport, things to do at a destination and details of 
hotels/restaurants. 

 How to do Itinerary planning because it is one of the major function of 
any travel consultant or travel consultancy. Itinerary designed must be 
done carefully as several details need to be thought-about like time taken, 
meals, weather, monument information like opening time and closure 
time. 

15 Assessment through written test :  

 Post completion of course, students will appear for the online – MCQ 
Based test of 50 questions. The questions will also prompt them to think 
and write.  

 Immediately after written test, students will appear for Mock Interview 
where they can present themselves as Job Seeking Professional for the 
same job role they learnt.  This will give them feel of professionalism and 
face interview with Confidence. 
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