
 

 

 
Flights Administrator Job Ref HF 20052 
Job Description 
 
Location: HF Holidays Ltd, Catalyst House, 720 Centennial Park, Centennial Ave, Elstree, 
Borehamwood, WD6 3SY 
 

Contract:   Permanent 
 

Hours of work:  37,5 per week, Monday to Friday, 9.00am to 5.30pm  
                          + plus 1 Saturday in 4 weeks, 9.00am to 1.00pm 
 

Salary:   £22,000 - £25,000 pa plus great benefits  
 
Overview 
 

The Flights Administrator is responsible for administering the most convenient and cost-
effective flights for all of HF Holidays’ European and Worldwide holidays. 
 
The roles’ responsibilities include but are not limited to: 
 

 Managing flight manifests within deadlines set by the airlines 
 Dealing with telephone/email enquiries in a timely manner 
 Pre-allocating seating, meals and any service requests 
 Managing flight capacity and updating our systems, airlines and other departments 
 Creating bookings in Amadeus from flight manifests to complete manifests and 

maintain accurate records 
 Calculating costs & selling Flight upgrades to our European & Worldwide Holiday 

destinations 
 Monitoring flight changes and updating as necessary in-house systems, and advising 

guests and other departments by email/letter or telephone with any potential 
changes 

 Other general admin tasks 
 

Candidate attributes: 
 

 High level of knowledge of Amadeus or similar GDS (Galileo/Sabre) 
 Experience of working with Group Travel, Travel Agent or Tour Operator would be 

advantageous 
 Attention to detail 
 Ability to work well within a team 
 Able to prioritise work 
 Enthusiastic 

 
About the Company: 
 

HF Holidays is an Award-Winning Travel and Hotel Company and the UK’s largest Walking 
& Outdoor holiday provider. We own and operate 18 UK Country House Hotels and inspire 
our guests to travel to six continents around the World.  
 

Our story began in 1913 and we currently employ a team of around 500 and specialize in 
providing Walking holidays in the great outdoors in the UK, Europe and Worldwide.  
Looking after our guests and team is at the heart of everything we do, and our mission is to 
provide shared holiday experiences which inspire friendship, fun and an active enjoyment 
of the great outdoors. Because, we believe that among the things that matter most in 



 

 

today’s busy world is an appreciation of natural beauty, a love of the open air, and the 
joy of fellowship with one another. 
 

We aim to achieve our vision by applying the following values: 
Trusted, Collaborative, Exceptional Experiences, Ownership, Inspiring, Passionate and Fun.  
 
Package: 
 

 Competitive salary 
 Comprehensive health benefits package 
 Pension contributions 
 Annual 1-week free familiarisation visit at any of our country houses for you and your 

family plus up to £50 for travel support 
 Free carparking 
 Generous holiday allowance 
 Opportunities to organise and / or participate in various challenges and activities for 

our nominated charity 
 One paid day each year to volunteer for a charity of your choice 
 Exclusive HF discounts on flights and UK and worldwide holidays for you, your friends 

and family 
 Exclusive discounts at several high street outdoors equipment stores 

 
If you wish to apply please forward your CV to recruitment@hfholidays.co.uk - we’d love 
to hear from you! 
 


