. CONTACT

X, (555) 234-5678

michael.anderson@email.com

Q@ San Francisco, CA

© EDUCATION

Bachelor of Science in Business
Administration

University of Texas
2016-2020

* SKILLS

» Operational Management
Customer Service Excellence
Team Development
Revenue Management
Standard Operating Procedures

Complaint Resolution

% LANGUAGES

* English
e Spanish

e French

MICHAEL
ANDERSON

Operations Manager

Dedicated Hotel Reservations Executive with a focus on operational excellence and
exceptional guest service. Extensive experience in managing reservations for high-
volume properties, ensuring accuracy and efficiency in all processes. Skilled in utilizing
industry-leading reservation systems to maximize occupancy and revenue. Strong
leadership abilities demonstrated through successful team management and

development initiatives.

@ WORK EXPERIENCE

Operations Manager 2020-2023

Best Western Plus

« Oversaw the reservations department, managing a team of 20 staff members.
* Implemented standard operating procedures that improved booking accuracy.
* Monitored occupancy rates and adjusted strategies to maximize revenue.

« Conducted regular training sessions to enhance team skills and knowledge.

» Resolved customer complaints efficiently, maintaining high satisfaction levels.

» Collaborated with the sales team to create attractive package deals.

Reservation Clerk 2019-2020

Holiday Inn Express

Managed incoming reservations and inquiries through phone and email.

Ensured accurate data entry into the reservation system.

¢ Provided detailed information on hotel amenities and local attractions.

Assisted in the development of promotional materials for marketing.

« Maintained communication with other departments to ensure guest satisfaction.

Utilized feedback to improve service delivery and guest experiences.

% ACHIEVEMENTS

« Improved guest satisfaction scores by 20% through service enhancements.

* Recognized for achieving the highest occupancy rates in the region.

» Successfully implemented a new training program that reduced staff turnover.



