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Phone: (555) 234-5678

Email: michael.anderson@email.com

Address: San Francisco, CA

Website: www.michaelanderson.com

EXPERTISE SKILLS

* logistics management
* vendor negotiation

* budget tracking

« client relations

» event planning software

» team collaboration

LANGUAGES

* English
* Spanish

e French

CERTIFICATION

» Bachelor of Arts in Hospitality and
Tourism Management, Florida State

University

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

WEDDING EVENT COORDINATOR

Results-driven Wedding Event Coordinator with a strong emphasis on logistical
precision and client satisfaction. Over five years of experience in organizing
and executing weddings that reflect the unique styles and preferences of
clients. Demonstrates a proactive approach to problem-solving and an ability
to thrive under pressure while managing multiple events simultaneously.

PROFESSIONAL EXPERIENCE

Moments to Remember Mar 2018 - Present

Wedding Event Coordinator

¢ Coordinated logistics for over 30 weddings annually, ensuring all aspects were
executed flawlessly.

e Managed vendor relationships, negotiating contracts to secure competitive
pricing and services.

¢ Developed event timelines that streamlined planning processes and improved
team communication.

¢ Conducted site visits to ensure venues met client expectations and logistical
requirements.

¢ Utilized budgeting software to track expenses, ensuring adherence to financial
constraints.

¢ Provided on-site coordination during events, troubleshooting issues as they
arose to maintain smooth operations.

Charming Celebrations Dec 2015 - Jan 2018

Assistant Event Planner
¢ Assisted in planning and executing weddings, focusing on logistical details and
client communication.

e Collaborated with vendors to secure services and ensure adherence to event
timelines.

¢ Maintained detailed records of event budgets and expenditures for client
review.

¢ Supported on-site management during events, ensuring all elements were
executed according to plans.

¢ Developed promotional materials that increased client inquiries by 25%.

e Conducted client follow-ups post-event to gather feedback and improve future
services.

ACHIEVEMENTS

* Recognized as 'Rising Star' at the Local Event Industry Awards in 2021.

» Achieved a 95% client satisfaction rate through personalized service and attention
to detail.

» Successfully managed a wedding with over 300 guests, receiving commendations
from attendees.



