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Customer service and sales professional with 15 years experience. Background in 
hospitality, management and travel related services. Excellent communication 
skills and proven customer satisfaction record. Team player with diligent work 
habits.

AUGUST 2008 – AUGUST 2011
SENIOR CORPORATE TRAVEL CONSULTANT - ABC CORPORATION

 Plan routes, itineraries, and accommodation details, and compute fares and 
fees, using schedules, rate books, and computers.

 Make and confirm reservations for transportation and accommodations, using 
telephones, faxes, mail, and computers.

 Prepare customer invoices and accept payment.
 Answer inquiries regarding information such as schedules, accommodations, 

procedures, and policies.
 Assemble and issue required documentation, such as tickets, travel insurance 

policies, and itineraries.
 Confer with customers to determine their service requirements and travel 

preferences.
 Provide customers with travel suggestions and information sources, such as 

guides, directories, brochures, and maps.

2003 – 2008
TRAVEL CONSULTANT - ABC CORPORATION

 Received inbound calls, and placed outbound calls to owners and helped them 
to plan vacations.

 Educate owners on the details of their product so they can maximize the value 
of their ownership.

 Utilizing solid judgment, product knowledge, technical knowledge, and problem 
solving, was able to offer detailed insight and alternatives to help owners book 
their dream vacations.

 Actively participate in driving the culture of the company.
 Remain open to providing and receiving feedback; worked with manager to 

develop new ideas.
 Created a positive work environment by maintaining the highest level of ethics 

and helped owners to resolve all of their needs in one call.
 Built relationships with internal and external customers.
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EDUCATION

- September 1991(ANOKA TECHNICAL COLLEGE - Anoka, MN)

SKILLS

Website design, inventory management, research, administration.
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