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SPECIAL EVENT COORDINATOR
■ Career Summary
Special event coordinator offering the following qualities:

· Highly enthusiastic and self-motivated.  Able to plan, organize and lead special events/meetings such as: Conferences, client workshops, marketing events, financial meetings, receptions, dinners and official openings.

· Over six years wide-ranging experience in coordinating and organizing special events for different corporate functions. Committed to achieving event’s target goals and objectives, utilizing superb communication, time management and organizational abilities.

Career Experience

ABC Group Inc.              New York, NY                        2007 – Present
Special Event Coordinator

Key Performance Highlights:
· Supervised all aspects of event: Selected the site, negotiated terms of event, decided on speakers, refreshments and made all special arrangements required.

· Arranged details of event, including: hotel room reservations, mailing of invitations and tickets, menu selection, entertainment, audio-visual equipment local press notification and security arrangements.

· Determined event budget and negotiated terms for each service.

Education & Qualifications

· Bachelors in Business Administration/Marketing

· Bachelors in Travel and Tourism/ Event Management/ Leisure and Tourism Management

· Diploma in Event Management/ Languages
