[Full Name], Aviation Customer Service Specialist
[Phone Number] | [Email Address] | [LinkedIn URL] | [City, State]
PROFESSIONAL SUMMARY
Dedicated aviation customer service specialist with [X]+ years of experience delivering concierge-level support to private, corporate, and commercial aviation clients. Recognized for exceptional communication, conflict resolution, and attention to detail in fast-paced, safety-critical environments. Proven ability to exceed client expectations and support seamless flight operations.
CERTIFICATIONS & TRAINING
· Customer Service Excellence Certification [if applicable]
· FAA/TSA Security Training [if applicable]
· Additional: [e.g., First Aid/CPR, IATA, NATA Safety 1st, OSHA-10, etc.]
CORE COMPETENCIES
· VIP & Executive Client Relations
· Flight Scheduling & Coordination
· Problem Resolution & Complaint Handling
· Safety & Regulatory Compliance (FAA, TSA)
· Communication & Multilingual Support [if relevant]
· FBO Operations & Ramp Procedures
· Concierge Services & Travel Logistics
· Reservation, Billing & Payment Processing
· CRM & Customer Data Management
PROFESSIONAL EXPERIENCE
Job Title (e.g., Customer Service Representative, Aviation Concierge) Company Name, City, State | MM/YYYY–Present
· Delivered personalized service to high-net-worth individuals, flight crews, and corporate clients
· Coordinated ground handling, catering, hotel, and transportation arrangements for arriving/departing flights
· Responded to client requests, resolved complaints, and ensured seamless travel experiences
· Maintained strict compliance with FAA, TSA, and company policies
· Processed reservations, billing, and payment transactions accurately
· [Add quantifiable achievements: client satisfaction scores, awards, process improvements, etc.]
Job Title Company Name, City, State | MM/YYYY–MM/YYYY
· [Repeat as above, focusing on service excellence and operational contributions]
EDUCATION
Degree or Diploma, Major School Name, City, State | Graduation Year
PROFESSIONAL AFFILIATIONS
· [e.g., NBAA, NATA, Women in Aviation International, etc.]
ADDITIONAL INFORMATION
· Languages: [if relevant]
· Security Clearance: [if applicable]
· References available upon request
