MA

Phone: (555) 234-5678

Email: michael.anderson@email.com
Address: San Francisco, CA

Website: www.michaelanderson.com

EXPERTISE SKILLS

* event planning

» customer service
 stakeholder engagement
* logistical operations

» vendor management

« relationship building

LANGUAGES

* English
* Spanish

e French

CERTIFICATION

» Bachelor of Science in Hospitality
Management, Florida State
University, 2018

REFERENCES

John Smith
Senior Manager, Tech Corp
john.smith@email.com

Sarah Johnson

Director, Innovation Labs
sarah.j@email.com

Michael Brown
VP Engineering, Solutions Inc
mbrown@email.com

MICHAEL ANDERSON

EVENT COORDINATOR

Highly organized Event Services Officer with a passion for creating memorable
experiences and a strong background in hospitality management. Exceptional
skills in event planning, customer service, and stakeholder engagement.
Demonstrated success in managing logistical operations while ensuring
adherence to budgetary constraints. Skilled in collaborating with diverse teams
to achieve common goals and enhance overall event quality.

PROFESSIONAL EXPERIENCE

Luxury Events Co. Mar 2018 - Present

Event Coordinator
¢ Coordinated high-end weddings and corporate events, focusing on
personalized service.

¢ Developed comprehensive event timelines to ensure all aspects were executed
flawlessly.

¢ Conducted vendor research and selection processes to secure best pricing.
e Managed guest lists and RSVPs, ensuring accurate attendance records.
¢ Facilitated on-site event management to oversee setup and breakdown.

o Gathered and analyzed client feedback to improve event offerings.

Creative Gatherings Dec 2015 - Jan 2018

Assistant Event Planner

¢ Assisted in the planning and execution of community events and festivals.
¢ Provided administrative support, including budgeting and scheduling.

¢ Collaborated with marketing teams to enhance event visibility.

¢ Monitored event supplies and inventory to ensure readiness.

¢ Engaged with local businesses to foster partnerships for events.

¢ Maintained a positive client relationship throughout the event lifecycle.

ACHIEVEMENTS

» Recognized for outstanding service with a client satisfaction rating of 95%.

+ Successfully managed a wedding event that received a feature in a national
magazine.

« Streamlined event planning processes, reducing planning time by 20%.



