Jane Doe
268 ABC Road

City ABC, State ABC 

Home Phone 555 555-5555
email – jane@email.com
PROFILE
A highly qualified office administrator with over 25 years of managing daily office and business operations.  Have managed own business with the highest level of professionalism.   A results oriented individual able to work in high stress situations and maintain focus amid constant interruptions.  Experienced in:



Office Accounting Functions
Time Management



Report Writing
Customer Service / Reception



Profit / Loss Analysis
Program Coordination



Staff Supervision / Motivation
Courteous, professional phone manner



International customs & cultures
PROFESSIONAL EXPERIENCE 
1988-2005 
XYZ Travel/XYZ Yacht Charter Group 

Manager/Owner
Iindependently owned and operated, XYZ Travel is a network of more than 4100 locations in over 140 countries world-wide. I operated three travel offices with over $1 million in sales each.

· Performed all necessary supervisory functions
· Hired, motivated, and appraised the performance of staff, monitored staffing levels

· Understand airline rules and regulations, domestic and international tariffs and other industry requirements

· Analyzed profit and loss statements running profitable offices

· Responsible for administrative procedures, accountable documents such as the airline report involving airline accountable ticket stock, logs, management reports
· Processed and packaged all tickets and boarding passes with other documents such as revalidation stickers, passports, visas, and tourist cards

· Created ads for the agency and advertised via newspaper, direct mailings, radio, tradeshows

· Managed and maintained an advertising and promotional plan
· Coordinated an internship program for travel interns


XYZ Yacht Tour Group

Owner

From world famous celebrities and royalty, to some of the world's most powerful and influential business people, XYZ Tour caters to the elite arranging private, corporate yacht charters throughout the world.
· Knowledge of charter contract terms, customs and deciphering charter terminology

· Plan and coordinate and implement special requests, such as dockside parties, weddings, corporate meetings

· Ability to offer ideas and assist  in planning a yacht charter by establishing primary parameters such as yacht size and speed, itinerary, length of trip, number of staterooms, budget and matching the client with the correct yacht to suit their needs

· Solve routine and unique problems

· Mature judgment, discretion and experience
1983-1985 
ABC  Travel Agency

Group Supervisor 

· Hired and supervised all employees, created optimistic goals, and rewarded staff
· Negotiated with tour operators to obtain group rates
· Set a positive example through knowledge, commitment and work ethic

· Responsible for all bank accounts

· Conducted presentations to the public
· Led, directed, motivated and trained personnel

· Experienced in giving effective on the job training and guidance

· Resolve problems among subordinates, giving honest feedback to low performers and taking disciplinary action in accordance with company policy


Travel agent


· Greeted customers, answered phones, ordered brochures, delivered messages, filed paperwork and processed tickets
· Made arrangements for air, hotel, car, cruise, tour and ground transportation
· Researched and provided solutions to travel related problems
· Collected deposits and final payments on arrangements from clients
· Proficient with PC equipment using standard and customized software packages
· Handled all incoming customer calls through an automated telephone system

1975-1981 
Plane Company ABC  



Divisional Superintendent Secretary


General Foreman Clerk
· Answered phones, typed letters and updated confidential employee files

· Compiled the general foreman's weekly report
· Scheduled meetings and appointments, ordered and maintained supplies, processed purchase orders, prepared and filed production
EDUCATION
1986-2000
XYZ Travel Academies 


Computer Reservation Training, Destination Geography domestic & international, Above & Beyond Customer Service, Gold Selection Interviewing & Respect, Selling Small Commercial Accounts, Stress and Time Management, Business Writing & Effective Presentations, Supervision I & II, Service Coaching, Accounting For Small Business, Managing Managers, CLIA Cruise Course 

1982-1983
Travel Certificate



XYZ Travel School 
1973-1975
Executive Secretary



ABC Community College 
ACCOUNTING SKILLS
Accounts Receivable / Payable 
Cash / Credit / Wire Transfers Transactions  

Contract Negotiation / Writing
Sales, invoicing, and productivity reports

Budget Preparation / Analysis
Labor cost analysis / Payroll functions

COMPUTER SKILLS


Microsoft Word
Mira Scanner
QuickBooks


Outlook Express
Mircosoft Excel
Lotus Smart Suite
References available upon request
