. CONTACT

X, (555) 234-5678

michael.anderson@email.com

Q@ San Francisco, CA

© EDUCATION

Associate Degree in Event
Planning

Community College of Philadelphia
2016-2020

* SKILLS

» Event planning

« Client management
Vendor relations
Budget monitoring
Resource allocation

Feedback collection

% LANGUAGES

* English
e Spanish

e French

MICHAEL
ANDERSON

Event Coordinator

Detail-oriented Show Operations Coordinator with a solid foundation in event planning
and execution. Demonstrates a thorough understanding of the various components of
successful event management, from logistics to post-event analysis. A strong
communicator and negotiator, capable of fostering relationships with clients and vendors
alike to ensure smooth operations. Experienced in monitoring budgets and timelines,

ensuring that events are executed within established parameters.

@ WORK EXPERIENCE

Event Coordinator 2020-2023
All-Star Events

« Coordinated logistics for a variety of events, ensuring all details were meticulously
handled.

+ Maintained communication with clients to understand their needs and expectations.
* Managed event timelines and ensured all tasks were completed on schedule.

» Assisted in the selection and management of vendors for various services.

« Conducted post-event evaluations to gather feedback for future improvements.

« Utilized checklists and project management tools to streamline event planning
processes.

Logistics Coordinator 2019-2020

Event Solutions Group

» Supported the logistics of multiple events, focusing on scheduling and resource
allocation.

« Engaged with vendors to ensure timely delivery of services and materials.

« Monitored and reported on budget expenditures to maintain financial accountability.
o Assisted in the setup and teardown of event spaces.

o Collected participant feedback to inform future event planning efforts.

« Participated in team meetings to align on objectives and share insights.

% ACHIEVEMENTS

« Successfully coordinated a charity gala that raised over $50,000 for local nonprofits.

« Received positive feedback from clients for exceptional service and attention to detail.

« Implemented processes that improved event setup efficiency by 15%.



