Dear Mr /Ms. Last Name:

I'm writing to apply for your Corporate and Events Planning Director position
at Big Top Bash, Inc. | have spent the past six years working exclusively in the
event planning industry and bring with me both extensive experience as an
event planner and an organized and detail-oriented work ethic to the posi-
tion.

You're looking for: | bring to the table:

An event planner with 4+ years of Six years of practical hands on expe-

experience rience as a Senior Event Planning Di-
rector

Someone who can handle a variety = Over one hundred successfully orga-

of party sizes nized events ranging in size from in-
timate family reunions for ten peo-
ple all the way up to a political fund-
raising gala with over 1000 at-
tendees.

Someone skilled in maintaining a set The ability to successfully negotiate

budget with a wide variety of vendors, pro-
moters, and caterers in order to
guarantee client satisfaction while
staying within budget.

Someone who works well under An ability to anticipate as well as
pressure problem solve while maintaining
composure and professionalism.

| have enclosed my resume and will call within the week to see if we can ar-
range a time to speak.

Thank you for your time and consideration.
Sincerely,
Signature




