Executive summary

It is very important to understand the market before join it, so by doing this report I hope to find out the following points

Potential of the market:

I would like to understand the potential of the market which could include the growth of the market and the opportunity for profit. This is significant because a business with no future is not worth to spend money and time in.
The company background:
I will spend the first few years working as a ticketing agent. Therefore, it is important for understand the company which I may work for to maximize my learning and skills. 

Detail tasks of the position:
The detail tasks are the daily jobs of a ticketing agent and it is the fundamental skills which are needed to be able be promoted or even become an entrepreneur. I would need to understand what should be done and what do I need to improve to be successful.
Required quality for the position:
I certainly need to find out what qualities are needed for this job. It is possible that I might need some training on certain skills before I could be working successfully.
Orientation and training:
My skills might not be enough, so it is beneficial for me to take on some training I needed for this position. Also, orientation is very important for employee to quickly join the group and work efficiently. 

Benefits:
Each company provides different benefits for employee and it is important for me to understand what benefits could I be received from the company.

Chances of promotion compare to become an entrepreneur:
It has certain risks to become entrepreneur, so if staying in the company has better opportunity, it might be considerable.  
Introduction

Thousands of visitors are attracted every year by B.C. because B.C. is a beautiful place with great nature landscapes and one of the world’s great year-round tourism destinations. It is never shorten of fun activities in B.C. all year long from hiking in the summer or even enjoying the beautiful views and sports in winter. B.C. also has some world famous sights such as the Whistler and Rocky mountains. Therefore, traveling is one of the most important industries in B.C. today and it brings millions of profits and business opportunity. 
I hope to work in this business because I believe the potential of traveling business. Although it is a very competitive market, this is a market with potential for great success. My goal is to have my own traveling agency and be an entrepreneur, so I hope to know more details and knowledge about the traveling business and more importantly, I wish to gain some experience by working few years at a traveling agency first. Therefore, I wish find out more about the position and the company that I might work for. I have some friends who currently are working in the traveling industry and some of them are working in the company which I may apply for after I finish my education. They have been in the company for many years and they know what is needed to be in this business. Therefore, I will have a detail interview with them and obtain the information about the company and the current market of the business. In addition, it will be really helpful to know what education level or skills are needed for the position I am looking for. 
I also would search through internet to compare the same position from different traveling agency. I would like to find out the different qualities that other companies are looking for. In addition, I also would like to compare the advantage of becoming an entrepreneur with working in large traveling agency. 

Company Background

The company I am looking forward to work for is called CY traveling agency. It is located in Richmond and the company is about 2000 square feet. It opens 6 days a week from 9am to 6pm on Monday to Friday and 9:30 am to 3 pm on Saturday. There are usually 11 staffs working everyday included 5 ticketing agent, 1 ticketing manager, 4 operator and 1 vice GM. Only full-time works are available and staffs need to work Monday to Friday and take shifts on Saturday. The base salary is approximately $1500 Canadian for the ticketing agent and the bonus is based on the amount of the tickets each ticketing agent has accomplished every month. CY traveling agency doesn’t do ticketing for individual customer and the target clients are usually the retails and whole sellers. Furthermore, CY traveling focuses on oversea traveling more than local tour. The recruitment methods are usually newspaper and drop-in resumes. In addition, when the company is hiring, the applicants will have an one on one interview with vice GM and usually the vice GM would decide on the result of the application. Vice GM also would hold a monthly meeting to disgust the goals and direction of the company. The turnover rate in CY traveling agency is low compared to other traveling agency. CY traveling agency earns about $600000 monthly and the president is preparing on opening another branch on 2006. 
Recruitment sources and method

CY traveling agency is a Chinese company, so most of the recruitment methods are focused on recruiting Chinese employee. 
· Chinese community newspapers: reasonable price, large pool of readers
· Inter advertising and sourcing

· Referrals; internal and external

· Chinese radio
Duties

Issuing tickets:

The most important task for ticketing agent is dealing with clients and issuing tickets. Usually a ticketing agent would spend most of the work time a day preparing for tickets. In CY traveling, a ticketing agent has an average of 20 tickets per day. Therefore, ticketing agent must be familiar with the ticketing computer system Appolo (currently using this system in CY traveling agent). 
Make fare sheet:

When the prices of the tickets are changed, it is ticketing agent’s responsibility to make a fare sheet which contains all the current prices of the airline tickets. Because prices of tickets changes rapidly during certain months such as July and December, ticketing agent must be very sensitive. 

Dealing with clients:

Most of the group tickets are ordered from phone calls, so ticketing agent always has to have direct contact with clients. It is very important for ticketing agent to make clients feel satisfy and maintain good relationship with clients. Customer satisfaction will have direct impact on the profit.
Dealing with Airline Company:
In this competitive market, every travel agency needs to maintain good relation with Airline Company to be more competitive. Therefore, as ticketing agent always needs to have direct contact with Airline Company for price change or availability of seats for groups, it is very important for ticketing agent to maintain good relation with the airline company and received priority of the seats available.

Maintain good public relation with whole sellers:

Most of the group tickets are from other whole sellers who get the order and then decide on the distribution. Therefore, the relationship between the agent and the whole sellers may have a direct impact on the profit of the company.
Manage group tickets:

Group tickets usually can get a better price because of the large amount of tickets. Therefore, it is ticketing agent’s responsibility to check the price and organize the forms for group ordering. In addition, ticketing agent might need to call the airline company for seats availability or check trough the tickets ordering system.

Job specification

Multi-language:

In CY traveling agency, the ticketing agent must be fluent in both Mandarin and English because most of the target clients are Chinese speakers which includes the whole sellers and airline companies such as China airline and Cathay pacific.
Multitasking:

It is also very important for a ticketing agent to be multi-tasking. It is often the case that a ticketing agent has more than one duty on hand so a ticketing agent must be able to manage the tasks and accomplish many tasks at the same time. 
Interpersonal:

Interpersonal skills are also very important for this job. A ticketing agent needs to deal with staffs and clients everyday, so to talk smoothly and maintain good relation with staffs and clients are the keys to be successful. In addition, the better relation with clients, the better business accomplishment would be in this business. 
Accounting skills:
Some basic accounting skills are also required because ticketing agent needs to calculate ticket prices for large groups. It is very important for ticketing agent to be careful on calculating large amount of tickets.
Teamwork:

Ticketing agent always need to communicate with other department in the company or works with other staffs. Therefore, a ticketing agent must know how to work more effective and efficient as a team.

Computer skills:

Most of the work that a ticketing agent done is on computer, so a certain level of computer skills is required. A ticketing agent must be familiar with Windows, Microsoft words, Excel and most importantly the ticketing system Appolo. 

Orientation
Ticketing manager is responsible for the agent’s orientation and training. Manager will explain benefit and compensation which the company provided and also, responsibilities and authorities are written out and posted at employee’s lounge area to reduce confusion. Manager will also introduce the new employee to co-workers formally and tour within the company working space, employee lounge, security system…etc. In addition, Manager will also introduce company’s background, culture, and unwritten rules. 

Training

Training is done by doing the actual job (learn by doing). Manager will have another employee assist newcomer for the first week to familiarize the working method and the ways that the company handle things. Employees are also required to take the Appolo ticketing system course to be familiar with the system. It is a two month course and at the end the course, a certificate will be given.

Benefits

· 2 weeks vacation per year
· Extended medical
· Dental coverage
· Employment insurance
Comparison
TY traveling agency is a small agency which also located in Richmond. This agency is only about the size of a single store and usually only 1 staffs working with the boss everyday. The store opens from 10 am to 5pm, Monday to Friday. The boss of TY traveling is a very experienced agent and has worked for other agency before becoming an entrepreneur. Now, TY traveling agency is already earning about $5000 in the dull season. The success of TY traveling is built on the experience that the boss gain from years of work in the other agency and especially the broad social group that she met during those years.  

I have also searched many job opportunity through internet and the qualities of candidates that each traveling agency is looking for are similar and the salary is at a stable range.
· Multi-language: either French/English, Chinese/English, Japanese/English

· Strong interpersonal skills
· Basic computer skills such as Windows, Excel, Words

· Past experience preferred
· Familiar with ticketing system such as Appolo, Sabre and Amadeus

· Excellent attention to detail and accuracy
· Team player
· The salary is vary from $1300~$1800

Conclusion
I believe this is a business with potential and after I know more details about the business, I am much more certain that this is the path that I want to go. I am confident that my personality fits in the job which needs a lot of communication and teamwork with other people. Although the basic salary doesn’t really satisfy me, the important thing is to learn and improve my skills and be ready for the bigger challenges in the fiture. Therefore, I am looking forward to work as a ticketing agent to gain experience on the actual job and I believe these experience will be valuable for me in the future. I am also hoping to know more people in this business by working as a ticketing agent because it is really important to have your own social group. More importantly, I hope to build up reputation, so I could bring in more business with me when I open up my own ticketing agency. The success of TY traveling agency is a great encouragement for me as I am trying to walk on the similar path. I hope to gain enough experience and skills in less than 5 years and start my own agency afterwards. 
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