MA

Phone: (555) 234-5678

Email: michael.anderson@email.com

Address: San Francisco, CA

Website: www.michaelanderson.com

EXPERTISE SKILLS

* operational management
» customer service

* process improvement

» supplier negotiation

* travel regulations

» team leadership

LANGUAGES

* English
* Spanish

e French

CERTIFICATION

» Associate Degree in Travel and
Tourism, Community College of
Philadelphia

REFERENCES

John Smith
Senior Manager, Tech Corp
john.smith@email.com

Sarah Johnson
Director, Innovation Labs
sarah.j@email.com

Michael Brown
VP Engineering, Solutions Inc
mbrown@email.com

MICHAEL ANDERSON

TOUR OPERATIONS MANAGER

Dedicated and detail-oriented Tour Booking Executive with a strong foundation
in operational management and customer service excellence. Extensive
experience in the travel industry, specializing in both leisure and corporate
travel arrangements. Demonstrates a thorough understanding of booking
systems and travel regulations, coupled with a commitment to delivering high-
quality service. Proven ability to manage multiple priorities in a fast-paced
environment while ensuring compliance with company policies and client
needs.

PROFESSIONAL EXPERIENCE

Explore More Tours Mar 2018 - Present

Tour Operations Manager

¢ Oversaw daily operations for a team of travel agents, ensuring adherence to
service standards.

¢ Implemented process improvements that enhanced booking efficiency by 25%.

e Managed supplier relationships to negotiate favorable contracts and terms.

o Coordinated logistics for group tours, managing itineraries and schedules.

¢ Developed training programs for new staff on booking procedures and
customer service.

¢ Analyzed customer feedback to improve service offerings and client
satisfaction.

Happy Trails Travel Dec 2015 - Jan 2018

Booking Agent
¢ Processed travel bookings for individual and group clients, ensuring accuracy
and compliance.

o Utilized travel management software to streamline booking and reporting
processes.

¢ Provided expert advice on travel destinations and package options.
¢ Maintained up-to-date knowledge of travel regulations and industry trends.
¢ Collaborated with marketing to create promotional travel packages.

¢ Resolved customer inquiries and complaints promptly to ensure satisfaction.

ACHIEVEMENTS

* Recognized for improving team productivity through effective leadership strategies.
» Achieved a 95% satisfaction rating from client surveys.

» Successfully launched a new tour package that increased revenue by 20%.



