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SKILLS

EDUCATION

BACHELOR OF SCIENCE IN BUSINESS

ADMINISTRATION, UNIVERSITY OF

FLORIDA

LANGUAGE

ACHIEVEMENTS

strategic planning•

client management•

vendor relations•

project execution•

risk mitigation•

event software•

English•

Spanish•

German•

Achieved a 90% client satisfaction rate
through personalized service and

attention to detail.

•

Recognized as 'Employee of the Year' at
Forever Yours Events in 2021.

•

Successfully managed a wedding with a

budget exceeding $250,000, delivering
exceptional results.

•

Michael Anderson
WEDD ING  EVENT  COORD INATOR

Proficient Wedding Event Coordinator with a focus on strategic planning and

execution, bringing over six years of experience in the events sector.

Demonstrates an ability to manage comprehensive projects while

maintaining a high level of client satisfaction. Skilled in coordinating with

multiple stakeholders to ensure all aspects of events align with client

objectives.

EXPERIENCE

WEDDING EVENT COORDINATOR

Forever Yours Events

2016 - Present

Coordinated logistics for over 25 weddings each year, focusing on client

satisfaction and event quality.

Developed and maintained relationships with vendors, ensuring timely

delivery of services.

Executed detailed event plans, including timelines, budgets, and resource

allocation.

Managed client consultations to clarify expectations and preferences,

resulting in tailored event experiences.

Utilized event management software to streamline planning processes and

enhance communication.

Provided on-site coordination, addressing issues promptly to ensure smooth

event execution.

EVENT ASSISTANT

Simple Celebrations

2014 - 2016

Assisted in the planning and execution of weddings, focusing on logistical

details and client interactions.

Coordinated with vendors to secure necessary services and ensure

adherence to timelines.

Maintained detailed records of budgets and expenditures for client

transparency.

Supported on-site management during events, ensuring all elements were

executed as planned.

Conducted post-event evaluations to gather client feedback for service

improvement.

Developed promotional content that increased social media engagement by

20%.


