CONTACT

t. (555) 234-5678
michael.anderson@email.com

Q@ San Francisco, CA

SKILLS

event coordination
contract negotiation
travel logistics

budgeting

stakeholder management

training development

LANGUAGES

o English
e Spanish

e French

EDUCATION

MASTER OF BUSINESS
ADMINISTRATION, TRAVEL AND

TOURISM MANAGEMENT, NEW YORK

UNIVERSITY

ACHIEVEMENTS

MICHAEL ANDERSON

LEAD TRAVEL SCHEDULER

PROFILE

Strategic and detail-oriented Tour Scheduling Executive with extensive
experience in managing travel logistics for large-scale corporate events.
Expertise in utilizing various scheduling platforms to enhance productivity and
ensure the alignment of travel arrangements with organizational objectives.
Proven track record in developing strategic partnerships with travel suppliers
to secure competitive pricing and exclusive offers.

EXPERIENCE

LEAD TRAVEL SCHEDULER

Corporate Travel Experts

20176 - Present

e Managed travel logistics for over 500 corporate events annually across
multiple locations.

e Utilized proprietary scheduling tools to enhance the efficiency of travel
processes.

e Collaborated with event planners to align travel arrangements with overall
event goals.

¢ Negotiated contracts with airlines and hotels to secure best rates for clients.

e Conducted post-event analyses to identify areas for improvement in travel
management.

o Developed training materials for new hires on travel scheduling best practices.

TRAVEL LOGISTICS MANAGER

Premier Events Group

2014 - 2016

e Oversaw travel arrangements for high-profile clients attending major
conferences.

e Established and maintained relationships with key travel vendors for service
optimization.

e Monitored travel budgets and ensured compliance with financial guidelines.

Improved travel efficiency by 40% ¢ Created detailed itineraries that maximized travel efficiency and client
through refined scheduling processes. satisfaction.

Received the Outstanding Service e Resolved complex travel issues with prompt and effective solutions.
Award for exceptional client feedback

; e Reviewed and updated travel policies to enhance operational efficiency.
ratings.

Successfully managed a $2 million
travel budget with a 15% cost savings.




