Mark White
1234 East 69 Street,
Los Angeles CA, 87501
222-222-2222
[email]
Summary
A professional who is an accomplished events coordinator with years of experience in events planning, coordination and management; has vast experienced in delegating and assigning tasks to different committees; an energetic individual with strong communication and interpersonal skills; possesses excellent organizational and time management skills; has the ability to handle multiple tasks and has the capacity to solve problems swiftly.
Professional Experience:
Events CoordinatorJanuary 2007 – Present
ABC Company, Los Angeles, CA
Responsibilities
Conducted research to know about cultural and fashion trends using surveys and research.
Collated and arranged all event-related files.
Checked venue and event-related arrangements.
Guided other events coordinator with their tasks and duties.
Assisted in the marketing and client relations.
Supervised and ensured implementation of all activities
Events Coordinator May 2004 – December 2006
Brandon & McMahon, Inc., Los Angeles, CA
Responsibilities:
· Conducted research to know about cultural and fashion trends using surveys and research.

· Collated and arranged all event-related files.

· Checked venue and event-related arrangements.

· Guided other events coordinator with their tasks and duties.

· Assisted in the marketing and client relations.

· Supervised and ensured implementation of all activities
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Events Coordinator May 2004 – December 2006
Brandon & McMahon, Inc., Los Angeles, CA
Education
Bachelor’s Degree in Business Administration
University of California, 1999
Skills:
· Excellent Oral and written communication skills

· Good Leadership skills

· Task delegation, assignment and task monitoring skills

· Energetic with strong communication and interpersonal skills

· Possesses excellent organizational and time management skills

· Has the ability to handle multiple tasks

· Has the capacity to solve problems swiftly
Awards and Affiliations
Member, Association of Events Organizers
Member, National Association of Professional Organizers
