


Julie Andrews
Event Assistant
123 Your Street, Your City, ST 12345, (123) 456-7890, email@maxresumes.com[image: horizontal line]
4th September 20XX

Dear [Hiring Manager],
I am writing to apply for the Event Assistant position at [Company Name]. With my combination of excellent organizational skills, customer service expertise, and proficiency in event planning, I am confident that I am the right candidate for this role.
I have vast experience in the events industry as an event assistant. I have worked at various events, such as concerts, conferences, trade shows, and galas. My responsibilities included setting up and breaking down, booking vendors and coordinating with them, and making sure all the details were taken care of. I worked with many teams, including marketing, logistics, and operations, to ensure that each event ran smoothly.
I am proficient in many areas of event planning, from budgeting and scheduling to managing vendors and coordinating with staff. I am organized and efficient, and I am able to troubleshoot any issues quickly and professionally. I have excellent communication and interpersonal skills, enabling me to build relationships with all stakeholders involved in a project.
I am passionate about event planning and I am confident that I can help contribute to the success of [Company Name].
Thank you for your time and consideration.
Sincerely,
Your Name
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