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SUMMARY

Meticulously organized and detail-oriented Event Logistics Coordinator with over a decade of experience in orchestrating

multifaceted events across various industries. Proven expertise in managing logistics, vendor negotiations, and budget

oversight, resulting in seamless event execution. Adept at collaborating with cross-functional teams to ensure alignment

with strategic objectives and brand messaging. Demonstrated ability to thrive in high-pressure environments while

maintaining a commitment to excellence and client satisfaction.

WORK EXPERIENCE

Senior Event Logistics Coordinator Global Events Inc. Jan 2023 - Present

Directed end-to-end logistics for over 50 large-scale corporate events annually.

Negotiated contracts with vendors, achieving a 15% cost reduction while maintaining quality standards.

Implemented a project management tool that improved team collaboration and deadline adherence.

Developed comprehensive event budgets with a 98% accuracy rate in forecasting costs.

Coordinated on-site logistics, ensuring flawless execution and participant satisfaction.

Established post-event evaluation processes to glean insights for future improvements.

Event Coordinator Creative Solutions LLC Jan 2020 - Dec 2022

Managed logistics for over 30 events per year, enhancing company reputation through exceptional execution.

Collaborated with marketing teams to align event themes with brand strategies.

Oversaw vendor selection and managed relationships to ensure quality service delivery.

Created detailed timelines and checklists, increasing team productivity by 20%.

Utilized feedback mechanisms to continuously improve event experiences.

Trained junior staff on best practices in event management.

EDUCATION

Bachelor of Arts in Hospitality Management, University of California, Los Angeles Sep 2019 - Oct 2020

ADDITIONAL INFORMATION

Technical Skills: event planning, logistics management, vendor negotiation, budget management, project management,

team collaboration

Awards/Activities: Awarded 'Event Planner of the Year' by the National Association of Event Planners in 2021.

Awards/Activities: Achieved a 95% client satisfaction rating in post-event surveys.

Awards/Activities: Successfully reduced event costs by 20% through strategic vendor partnerships.

Languages: English, Spanish, French


