M I C HAE L « San Francisco, CA
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» michael.anderson@email.com
Junior Show Coordinator

Enthusiastic Show Operations Coordinator with a passion for creating memorable experiences through meticulously planned
events. Combines strong organizational skills with a creative flair to enhance the overall event experience. Experienced in
managing all aspects of event logistics, from vendor coordination to on-site execution. An effective communicator who thrives in

collaborative settings and enjoys working with diverse teams.

WORK EXPERIENCE

Junior Show Coordinator | Event Innovations Jan 2022 - Present

« Assisted in the planning and execution of various events, ensuring all details were addressed.
» Supported the coordination of logistics, including catering and transportation.

* Maintained communication with clients to provide updates and gather feedback.

» Participated in on-site setup and breakdown to ensure smooth operations.

« Engaged with vendors to confirm service agreements and delivery timelines.

o Collected and organized feedback from attendees for future improvements.

Event Planning Intern | Creative Concepts Jul 2019 - Dec 2021

o Supported the planning and execution of events, focusing on logistical tasks.
» Assisted in the development of promotional materials and event themes.

« Maintained inventory of supplies and materials necessary for events.

» Helped coordinate transportation for event staff and participants.

» Participated in brainstorming sessions to generate innovative ideas for events.

» Conducted post-event evaluations to gather insights for future planning.

SKILLS

Event logistics Client communication Vendor management Team collaboration Feedback analysis

Creative planning

EDUCATION

Bachelor of Arts in Event Planning 2015 - 2019
University of North Texas

ACHIEVEMENTS

o Successfully coordinated a local music festival with over 2,000 attendees.
« Received recognition for excellent teamwork and communication skills during events.

* Improved event setup efficiency by 10% through process enhancements.

LANGUAGES

English Spanish French



