MA

Phone: (555) 234-5678

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

Website: www.michaelanderson.com

EXPERTISE SKILLS

* event planning

* vendor negotiation

* budget management
« client relations

* logistics coordination

 project management

LANGUAGES

* English
* Spanish

e French

CERTIFICATION

» Bachelor of Arts in Hospitality
Management, University of Event
Planning

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

Strategic and detail-oriented Hospitality Associate with specialized expertise in
event planning and management. Demonstrated proficiency in orchestrating
high-profile events that align with client expectations and budgetary
constraints. Possesses a comprehensive understanding of vendor
negotiations, logistical coordination, and guest engagement strategies. Proven
ability to cultivate strong relationships with clients and stakeholders, ensuring
seamless execution of events from conception to conclusion.

PROFESSIONAL EXPERIENCE

Premier Events Company Mar 2018 - Present

Event Coordinator
e Planned and executed over 50 successful corporate events and weddings
annually.

o Coordinated logistics, including venue selection, catering, and audiovisual
services.

¢ Negotiated contracts with vendors to secure favorable terms and pricing.
e Managed event budgets, achieving cost savings of up to 20%.
¢ Developed detailed timelines and checklists to ensure smooth event execution.

¢ Facilitated post-event evaluations to gather feedback and improve future
planning.

Elite Event Solutions Dec 2015 - Jan 2018

Assistant Event Planner

¢ Supported the planning of high-end corporate events and private parties.

¢ Assisted in vendor sourcing and contract negotiations to optimize event costs.
¢ Maintained detailed records of event logistics and client communications.

¢ Coordinated transportation and accommodation for event guests.

¢ Ensured compliance with all health and safety regulations during events.

¢ Contributed to the creation of promotional materials and event marketing.

ACHIEVEMENTS
» Recipient of the 'Excellence in Event Planning' award from the National Event
Association.

» Successfully increased client satisfaction scores by 30% through enhanced service
delivery.

 Executed a high-profile gala that raised over $100,000 for charity.



