


Julie Andrews
Event Planner 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 Planner Assistant position at [Company Name]. I am confident that my qualifications and experience make me an excellent fit for the job.
Having worked as a part- time event planner for the past three years, I possess extensive knowledge of how to coordinate and execute successful events. I have successfully planned a variety of events such as weddings, corporate functions, and community events. I am highly organized and efficient, allowing me to manage multiple tasks while staying within budget.
I am well- versed in the latest trends and best practices in event planning, and I have a strong understanding of the hospitality industry. I am confident that I can help you plan, promote, and execute events of any size.
I am also an excellent communicator, both verbal and written. I am adept at building relationships with clients and vendors, and I am comfortable with negotiating rates and services.
I am excited to apply my skills and knowledge to the role of Event Planner Assistant at [Company Name], and I am confident that I can be a valuable asset to your team. I am available for an in- person interview at your convenience.
Thank you for your time and consideration.
Sincerely,
Your Name
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