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SKILLS

EDUCATION

BACHELOR OF ARTS IN BUSINESS

ADMINISTRATION, UNIVERSITY OF TEXAS

AT AUSTIN

LANGUAGE

ACHIEVEMENTS

service delivery•

vendor management•

operational efficiency•

team leadership•

travel budgeting•

market research•

English•

Spanish•

German•

Instrumental in achieving a 30% increase
in client retention through service

improvements.

•

Awarded 'Best Team Player' for
collaborative efforts within the

organization.

•

Successfully implemented a client loyalty
program, enhancing repeat business.

•

Michael Anderson
TRAVEL  OPERAT IONS  COORD INATOR

Results-oriented travel desk manager with a flair for enhancing travel

experiences through innovative solutions and impeccable service delivery.

Expertise in managing travel operations for both corporate and leisure

sectors, with a strong emphasis on customer satisfaction and cost

efficiency. Proven leadership skills demonstrated by the successful

management of multi-disciplinary teams and the execution of strategic

travel initiatives.

EXPERIENCE

TRAVEL OPERATIONS COORDINATOR

Travel Smart Inc.

2016 - Present

Coordinated travel arrangements for corporate clients, ensuring compliance

with policies.

Developed and maintained relationships with key travel suppliers.

Monitored travel budgets and expenses, achieving a 12% reduction in costs.

Implemented a new scheduling system to improve booking efficiency.

Provided training for staff on new travel technologies and processes.

Conducted market research to inform travel program enhancements.

JUNIOR TRAVEL CONSULTANT

Explore More Travel

2014 - 2016

Assisted clients with travel planning and itinerary development.

Handled customer inquiries and resolved issues promptly.

Maintained accurate records of client interactions and bookings.

Participated in promotional campaigns to boost service awareness.

Utilized software tools to manage bookings and client preferences.

Achieved recognition for contributing to a 15% increase in sales.


