. CONTACT

X, (555) 234-5678

michael.anderson@email.com

Q@ San Francisco, CA

© EDUCATION

Bachelor of Science in
Hospitality and Tourism
Management

San Diego State University
2016-2020

* SKILLS

e customer service
team leadership
travel logistics
market research
communication skills

client engagement

% LANGUAGES

* English
e Spanish

e French

MICHAEL
ANDERSON

Travel Desk Manager

Enthusiastic travel desk manager with a passion for crafting unforgettable travel
experiences. Expertise in managing travel logistics and providing exceptional customer
service tailored to diverse client needs. Proven ability to lead teams effectively while
ensuring adherence to budgetary constraints and company policies. Strong

communication skills utilized to build rapport with clients and vendors alike.

@ WORK EXPERIENCE

Travel Desk Manager 2020-2023

Adventure Travel Co.

+ Managed a team of travel consultants, ensuring high levels of service delivery.

« Developed customized travel packages based on client preferences and feedback.
« Monitored travel budgets, achieving a 10% reduction in overall costs.

* Negotiated contracts with service providers to secure competitive rates.

o Conducted market research to identify emerging travel trends and opportunities.

» Provided exceptional customer service, resulting in a 95% satisfaction rate.

Travel Assistant 2019-2020
Happy Travels

Assisted in planning and booking travel arrangements for clients.

e Handled customer inquiries and provided timely responses.

« Maintained accurate records of bookings and client communications.
o Participated in training sessions to enhance travel knowledge.

o Supported marketing initiatives to promote travel packages.

Recognized for contributing to a 20% increase in client engagement.

% ACHIEVEMENTS

« Increased client retention rates by implementing a personalized service approach.

» Received 'Employee of the Year' award for outstanding contributions to the team.

o Successfully organized and managed travel for multiple corporate events.



