MICHAEL ANDERSON

Senior Travel Desk Manager

San Francisco, CA « (555) 234-5678 « michael.anderson@email.com « www.michaelanderson.com

SUMMARY

Dynamic and results-driven professional with extensive experience in travel management and customer service excellence.
Proven track record of optimizing travel operations and enhancing client satisfaction through strategic planning and
innovative solutions. Adept at managing complex itineraries and negotiating favorable terms with vendors to achieve cost
efficiencies. Strong leadership capabilities demonstrated by the successful management of diverse teams and the
implementation of best practices in travel policies.

WORK EXPERIENCE

Senior Travel Desk Manager Global Travel Solutions Jan 2023 - Present

¢ Oversaw daily operations of the travel desk, managing a team of 10 travel agents.

¢ Developed and enforced travel policies to improve compliance and reduce costs by 15%.

» Negotiated contracts with airlines and hotels, securing savings of over $200,000 annually.

* Implemented a new travel management software, enhancing booking efficiency by 30%.

e Coordinated travel logistics for corporate events, ensuring seamless execution and client satisfaction.

* Monitored team performance metrics, providing coaching and feedback to enhance service quality.

Travel Coordinator Premier Corporate Travel Jan 2020 - Dec 2022
 Managed travel arrangements for a portfolio of high-profile clients, ensuring personalized service.

¢ Conducted regular market analysis to identify trends and inform travel strategies.

¢ Maintained up-to-date knowledge of travel regulations and industry developments.

¢ Facilitated training sessions for new staff on booking systems and client management.

« Collaborated with marketing to promote travel packages, boosting sales by 20%.

¢ Resolved client inquiries and complaints, achieving a 95% satisfaction rating.

EDUCATION

Bachelor of Science in Business Administration, University of California, Los Angeles Sep 2019 - Oct 2020

ADDITIONAL INFORMATION

¢ Technical Skills: travel management, vendor negotiation, customer service, team leadership, policy development, event
coordination

« Awards/Activities: Recipient of the 'Excellence in Service' award for outstanding client feedback.
e Awards/Activities: Successfully reduced travel costs by 25% through strategic vendor partnerships.

« Awards/Activities: Increased team productivity by implementing a performance-based incentive program.

¢ Languages: English, Spanish, French



