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SUMMARY

Dynamic and results-oriented Tour Scheduling Executive with a profound expertise in orchestrating complex travel

itineraries for corporate clients. Demonstrated proficiency in leveraging advanced scheduling software and tools to optimize

resource allocation and enhance operational efficiency. Proven ability to collaborate with diverse teams and stakeholders,

ensuring seamless communication and execution of travel plans.

WORK EXPERIENCE

Senior Tour Scheduler Global Travel Solutions Jan 2023 - Present

Developed and managed comprehensive travel schedules for over 300 corporate clients.

Utilized advanced software tools to streamline booking processes and reduce errors.

Coordinated with airlines, hotels, and transportation services to ensure timely and efficient travel.

Implemented feedback mechanisms to continuously improve client satisfaction scores.

Trained junior schedulers on best practices and system utilization.

Analyzed travel data to identify cost-saving opportunities and optimize itineraries.

Tour Coordinator Elite Travel Agency Jan 2020 - Dec 2022

Facilitated travel arrangements and logistics for high-profile clients.

Maintained relationships with vendors to negotiate competitive rates and services.

Monitored travel compliance with corporate policies and guidelines.

Generated detailed reports on travel expenditure and client feedback.

Managed scheduling conflicts and resolved issues in real-time.

Assisted in the development of promotional travel packages based on market research.

EDUCATION

Bachelor of Arts in Hospitality Management, University of California, Los Angeles Sep 2019 - Oct 2020

ADDITIONAL INFORMATION

Technical Skills: scheduling software, vendor negotiation, client relations, data analysis, travel compliance, project

management

Awards/Activities: Increased client retention rates by 25% through exceptional service delivery.

Awards/Activities: Achieved a 30% reduction in travel costs through strategic vendor partnerships.

Awards/Activities: Recognized as Employee of the Year for outstanding contributions to team performance.

Languages: English, Spanish, French


