Ogundare Itunuayo Olufunke

35 James Ajayi Street, Aboru, Iyanapaja, Lagos

Tel:08055404972, Email:funke4u2luv@yahoo.com

PROFILE:

Energetic and dedicated professional with years of experience in performing front desk and reservation activities and assisting guests with reservation inquiries. Demonstrated ability to obtain pertinent information such as desired schedules and affordability and providing comparative information in regards to competition. Conversant with working around schedules and cancellations along with managing complaints and resolving issues in a proactive manner.

HIGHLIGHTS

• Excellent customer service skills and telephone

etiquette

• Ability to handle more than one customer at a time

• Well-versed with the norms of hospitality industry

• Strong knowledge of scheduling processes

• Professional demeanor

• Exceptional written and verbal communication skills

PROFESSIONAL EXPERIENCE

Travel Executive | Pitch Travels, Ikota Complex, Ajah | Jan 2015

• Took phone calls accurately from customers and

provided relevant information which resulted increase in overall reservations

• Provided detailed information to walk in guests which made them recurring customers

Other tasks

• Took deposits for new reservations and handed over

customers to the appropriate department

• Created invoices as and when required

Reservations Officer | Maple Travel, Oniru Lekki, Lekki | Feb

2014 – Dec 2014

• Greeted customers as they arrived

• Provided information regarding reservations

• Took phone calls for information provision and

dissemination purposes

.• Rescheduled and cancel reservations as and when

needed

• Resolved complaints as and when necessary

EDUCATION AND TRAINING

Diploma in Airline Ticketing and Resevations

Lagos School of Travels and Tourism – 2013

OND Business Administration

DS Adegbenro ICT Polytechnic, Itori-Ewekoro, Ogun State

