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Action
Challenge
We are Action Challenge, and we bring
people together through travel &
adventure.

Since 1999, we’ve organised inspirational
overseas challenge events for individuals,
groups, companies, and charities. Our
clients can take on a challenge just for
themselves or link it to a special cause and
fundraise – so far, our events have raised
over tens of millions for charities.

We run overseas adventures across 5
continents – from trekking through the
Sahara Desert to conquering a mighty
Himalayan peak. We welcome individuals,
couples, or groups of colleagues looking
for an unforgettable experience.

Few experiences bring a group closer
together than an overseas adventure that
pushes comfort zones, builds resilience,
and forges respect and friendships.

Our past clients value the high level of
support we provide – from detailed pre-trip
information and guidance to having the
very best guides and local crews in-country
to ensure each trip runs smoothly.

About Us
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Customer Service & Operations Assistant
FULL OR PART-TIME BY AGREEMENT
OFFICE BASED, IN OUR SHERWOOD FOREST HQ

This is a new role, joining our team as we expand and grow. This role

will provide responsive, accurate and friendly support to Action

Challenge participants and clients, while delivering the administration

required for smooth international challenge operations.

The role will initially work to processes and standards owned by the

International Operations & Client Experience Manager, with the

opportunity to develop into coordinating and taking more ownership of

the day-to-day customer service function.

Job DescriptionJob DescriptionJob Description
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Job Description

KEY RESPONSIBILITIES

Customer service:
Monitor customer service channels each working day and respond to enquiries accurately,
appropriately and within agreed response times.
Act as the first point of contact for routine participant, charity, corporate client and supplier
queries.
Use approved templates, systems and tone of voice, escalating complex, sensitive, unusual or
high-value matters promptly.
Provide post-sales support, including payment reminders, document chasing, booking queries
and general participant guidance.
Maintain clear records of enquiries, responses, actions and outstanding follow-ups.
Support complaint handling by recording issues accurately and passing them to the appropriate
owner without delay.

Admnistration and departure support:
Update booking, CRM and operational records accurately and consistently.
Prepare and issue participant & staff communications using agreed schedules and templates.
Prepare and maintain departure documentation, including itineraries, kit information, medical or
emergency forms and participant paperwork.
Support the accurate management of participant lists, booking information, deadlines and
document completion.
Provide general filing, reporting, inbox, diary and administrative support to the team.
Help maintain FAQs, templates, process documents and standard communications.

Commercial awareness & development:
Identify potential interest in Challenge Extensions, upgrades or other relevant products and pass
qualified opportunities to the appropriate sales owner.
Support follow-up activity and customer communications designed to improve booking
completion, extension uptake and repeat business.
As capability develops, coordinate workloads, response standards and reporting across the day-
to-day customer service function.

Other duties & opportunities:
Option to join UK-based training walks with clients.
Attend promotional events to suport our team.
Opportunities to take part in our overseas challenges.
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MEASURES OF SUCCESS

Enquiries acknowledged and resolved within agreed service standards.
Accurate records and departure documentation.
Outstanding actions are visible, owned and followed through.
Positive, consistent participant and client communications.
A demonstrable reduction in routine administration handled by the Manager.

PERSON SPECIFICATION

Organised, accurate and comfortable managing competing priorities.
Confident, friendly written and verbal communication.
Sound judgement about when to resolve an issue and when to escalate it.
IT savvy - confident using email, spreadsheets, booking systems and CRM tools, and able to learn
Proactive and able to follow, maintain and improve agreed processes.
Customer service or administration experience is desirable; travel, events or charity-sector
experience is an advantage.
Interest in adventure travel, fundraising or challenge events is desirable.

Location: On-site role at our HQ in Edwinstowe, on the edge of Sherwood Forest

Hours: Minimum 3 days per week - option to split this over 5 days. Core business hours
are 09:00 – 17:30, Monday to Friday. 

Salary: £23k - £26k, depending on experience. Pro-rated for part-time

Application Process: Complete our short online form, with some general questions
about yourself, your work experience history and to upload your CV. 

Complete our short online application form here >>

All successful applicants will be contacted by 31st October 2026 for an interview. 

We reserve the right to withdraw this vacancy should a suitable candidate be found
before the deadline.
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https://airtable.com/appeasygXfCIAY8AU/pagq2X8IHwSrGbacc/form


Contact Us 
info@actionchallenge.events
0203 479 6584

actionchallenge.com
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