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Corporate Travel Agent includes conversing with customers through multiple 
communication mediums to determine destination, mode of transportation, travel 
dates, financial consideration and accommodations required.

1997 – 2000
ASST. CORPORATE TRAVEL AGENT - ABC CORPORATION

 Serviced corporate clients in an onsite inbound call environment.
 Booked air, rail, hotel, car reservations for domestic and international travel 

with close attention detail and utilization of contracted rates to minimize travel 
costs.

 Advised of more cost-effective routes to obtain the best possible fare.
 Paid close attention to ticketing deadlines to prevent fare increases and advise 

of any security concerns the government has issued for certain countries.
 Modified itineraries when traveler requests which may result in the reissue, 

exchange, refund or voiding of airline or rail tickets.
 Advised of countries that require passports and visas.
 Obtained all necessary forms and documentation for processing of visa and 

passport.

2002 – 2007
CORPORATE TRAVEL AGENT - DELTA CORPORATION

 Responsible for the timely and accurate servicing of Business Travel 
arrangements for corporate clients, providing business travel services for air/.

 Worked to maintain travel arrangements for Auto club executives and 
employees.

 Also coordinated accounting information for payments of all air, car, hotel and 
any other travel-related arrangements to ensure worry-free travel.

 Worked as a back up for the online cruise bookings, to make sure all accounting 
was applied in a correct and timely manner to ensure all files.

 Helped to answer any queries that members may have in regard to their travel 
arrangements, making sure all changes that were made were taken care of.

 Managed all aspects of travel and meetings for multiple accounts Dedicated 
travel representatives for accounts that require specialized customers.

 Arranged flight, car, hotel, limousine, and meeting space reservations 
Dedicated travel representative for accounts that required specialized.
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EDUCATION

Associates in Business - (New York Institute of Technology - Old Westbury, NY)

SKILLS

Customer Service, Administrative Assistant.
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