
Arizona Office of Tourism 
Position Description 

 
 

  
Job Title:  Director of Travel Trade  

 
Division:   Travel Trade Relations 

 
Date:         January 2016 

 
Reports to:  Director (Executive) 

 
 
PURPOSE OF POSITION 
 
The purpose of this position is to work with tour operators and travel agents to offer and sell 
Arizona product(s) by developing, directing and overseeing strategic and innovative marketing 
programs and corresponding budget, oversight of international trade contracts and staff 
supervision for program of work.   
 
Essential Duties and Responsibilities 
 
The duties listed above are normal for this position. These are not to be construed as 
exclusive or all-inclusive. Other duties may be required and assigned. 
 
• Develop and implement an annual trade relations marketing plan for the U.S. and primary 

and secondary international markets. 
• Plan and oversee all division budget activities, track expenditures and complete necessary 

procurement paperwork. 
• Provide upper management with strategic recommendations for Trade efforts as they relate 

to division operations, new and emerging markets, international consumer advertising, etc. 
• Manage Trade contracts for all international representatives which may include, but not 

limited to those in Mexico, Canada, Germany, France, the United Kingdom and China. 
• Study and evaluate industry trends and international market research.  Provide input on the 

Arizona Office of Tourism’s research program as it relates to trade and international 
marketing.   

• Organize and lead sales missions in conjunction with participating Arizona tourism industry 
representatives.  

• Select appropriate tradeshows for participation and assist with coordination including 
registration, booth construction, delegate participation and materials shipment.  Attend 
tradeshows as necessary. 

• Work with constituents throughout Arizona to leverage trade efforts in the U.S. and abroad. 
• Oversee coordination of statewide itineraries for travel trade familiarization tours.  Meet, 

greet and/or escort as needed. 
• Develop and maintain strong relationships with tour operators, travel agents; respond to 

inquiries, provide access to photo library and stock footage, and disseminate requests for 
additional information. 

• Ensure that current fulfillment pieces including information kits and foreign language 
collateral materials meet market needs.  Review on a regular basis and adapt as needed.  
Develop new fulfillment pieces when required. 

• Work with the Deputy Director to make recommendations on and oversee development and 
implementation of consumer advertising campaigns in key international markets. 
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• Work with Media Relations Division to identify and support Trade Shows that will have a 
significant media component as well as Travel Trade. 

• Work with Procurement Manager for all Trade solicitations and contracts; develop 
appropriate scope of work and identify potential vendors to recommend to ProcureAZ 
system. 

• Manage all staff activities, delegate duties, sets standards and hold staff accountable for 
meeting performance criteria.  Appraise work, recommend commendations and report 
results to agency Director. Participate in recruitment and hiring. Participate in 
employee/management conflicts, disciplinary actions, grievances and employee 
terminations as requested by (Executive) Director. 

• Conduct Travel Trade meetings as needed; attend regular Directors’ Meetings and full 
agency staff meetings. 

• Give speeches/presentations regarding AOT, the tourism industry and Arizona as a travel 
destination to constituents and tourism industry partners at conferences and schools and 
during tradeshows and sales missions. 

• Meet with trade partners to communicate Agency and division goals and objectives on a 
regular basis. 

• Work with other Agency divisions on special projects as necessary. 
• Participate in outreach workshops requested by other divisions. 
 
Minimum Training and Experience Required to Perform Essential Job Functions 
 
• A Bachelors Degree in business, marketing, communications or related subjects and/or 

equivalent minimum of four years increasingly responsible experience in destination 
marketing or program management. 

• Ability and willingness to travel extensively and work hours beyond the standard daily or 
weekly schedule when necessary. 

• Skilled in relationship building and networking with a diverse population of organizations, 
associations, and interest groups. 

• Highly developed oral and written communication skills that include the demonstrated ability 
to instruct, explain, persuade, negotiate, and facilitate, including skill in writing and analyzing 
data received through a variety of resources, drawing conclusions, and making appropriate 
recommendations. Must have excellent public speaking skills. 

• Extensive knowledge and demonstrated skill in management, program planning, directing, 
controlling and decision-making. 

• Team orientation and the demonstrated ability to work effectively with peers, subordinates, 
and supervisors. 

• Self-direction and the ability to exercise independent judgment and meet performance 
standards with only limited supervision. 

• Computer literacy to include word processing, spread sheet and database manipulation, 
Excel, Access and PowerPoint. 

• Basic knowledge of the principles and practices of supervision and employee relations 
including delegation and monitoring of work, motivating employees, and holding them 
accountable for meeting standards. 

• Excellent time management skills including the demonstrated ability to meet timelines and 
prioritize multiple projects. 

• Analytical skills and ability to conduct research utilizing both written sources and oral 
interviews. 

• Perform other duties as required.  
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Position is open until filled.  
 
 
To apply send cover letters and resumes to: 
 
Linda Yuhas, Assistant Deputy Director 
lyuhas@tourism.az.gov   
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