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SKILLS

academic event planning
stakeholder engagement
budget management
logistics coordination
evaluation processes

networking facilitation

EDUCATION

MASTER OF ARTS IN EDUCATION,
STANFORD UNIVERSITY, 2014

LANGUAGE

English

Spanish

German

ACHIEVEMENTS

Increased conference participation by

40% over three years.

Received Outstanding Service Award

from the Academic Conference
Association, 2020.

Successfully secured funding for
multiple research symposiums.

Michael Anderson

ACADEMIC CONFERENCE MANAGER

Dedicated Conference Manager with a focus on academic conferences and
symposiums. Possesses a comprehensive understanding of the unique
needs and expectations of academic institutions and research

organizations. Skilled in coordinating all aspects of event logistics, from
initial planning to post-event evaluation, ensuring that all elements align with
academic standards and objectives.

EXPERIENCE

ACADEMIC CONFERENCE MANAGER

Scholarly Events Agency
2016 - Present

e Managed logistics for over 20 academic conferences annually, catering to
diverse fields of study.

e Collaborated with academic institutions to design conference agendas that
meet educational objectives.

o Coordinated speaker invitations and managed communication with
presenters.

e Oversaw budget management, ensuring compliance with grant funding
requirements.

e Facilitated networking sessions to promote collaboration among attendees.

e Conducted evaluations to assess conference impact on academic
communities.

EVENT PLANNER

University Conference Services

2014 - 2016

e Assisted in the planning and execution of university-hosted events.

e Managed logistics for guest speakers and panel discussions.

e Coordinated registration processes and maintained attendee databases.
e Developed marketing materials to promote academic events.

e Evaluated event success through participant feedback and engagement
metrics.

e Fostered relationships with university departments to enhance event
offerings.



