
 

1050 Crown Pointe Parkway, Suite 500     Atlanta, GA 30338    770 220 2242 P 

www.Perform-International.com     info@perform-international.com 

 

 

 

Account Executive Operations 
 

Reports To Operations Manager  

 

Work with Perform International’s executive team, planning and implementing concert 

performance tours for choirs, bands, and orchestra to destinations worldwide. Manage the overall 

concert performance experience, providing customer service to musicians and accompanying 

passengers including payments, program updates, client communication, tour documents, etc. 

Handle flight, land tour logistics and assist with concert planning in Europe, Asia, and the U.S. 

 

Responsibilities and Duties 

• Manage and oversee each assigned tour once a choir, band or orchestra signed the required 

registration documents. 

• Set up each program in the company’s tour handling system. 

• Develop/organize email communications to tour travelers (performers & accompanying 

travelers). 

• Answer/return tour traveler phone calls/emails related to tours. 

• Ensure each passenger is current in their tour payments. 

• Plan the detailed tour logistics together with the respective Destination Management 

Companies incl. confirmation of services (e.g. hotels, restaurants, tour guides, etc.), 

manage room inventory and coach size, meal planning, detailed timing of each tour day, etc. 

• Book all services for the domestic tours with the respective suppliers (e.g. coach 

companies, hotels, restaurants, attractions, etc.) 

• Monitor group airline booking inventory and utilization deadlines in coordination with the 

company’s air vendors. 

• Assist with the concert organization in collaboration with the company’s artistic teams in 

the U.S. and overseas including venue confirmations, staging, promotional material, etc. 

• Produce final travel packets incl. tour documents, luggage & name tags, etc. 

• Manage and oversee other projects as assigned by the company. 

Qualifications 

• Strong customer service skills (especially phone and email communication) – patience to 

work with older customers and first-time international travelers. 

• Experience in event planning and/or performing arts administration. 

• Experience in planning group tours to domestic and international destinations. 

• Knowledge of international travel destinations with a specific focus on Europe. 

• Strong numeric and computer skills (e.g. MS-365, Google applications) with an ability to 

adapt to the PI booking platform. 

• Exceptionally high levels of motivation, working both independently and as part of a team. 
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• Excellent organizational skills with the ability to multi-task while meeting tight deadlines. 

• Ability to assimilate information and to pay close attention to accuracy and detail. 

• Classical music background is advantageous but not essential.  

• Bachelor’s degree required. 

 


