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4th September 20XX

[Hiring Manager]
123 Address St 
Anytown, ST 12345
Dear [Hiring Manager],
As a highly organized and detail- oriented Catering Coordinator, I am excited to be applying for the position at [Company Name]. I have five years of experience in the hospitality industry and two years of event planning experience. My experience includes event planning and catering management, menu and budget planning, and the coordination of all aspects of event logistics.
I am confident that my background and skills can be an asset to your team. With my excellent communication and interpersonal skills, I’m able to create and maintain strong relationships with both clients and vendors. My organizational skills and attention to detail help me to ensure that all events are flawless and enjoyable. I understand the importance of meeting budgets, as well as maintaining a high level of customer service.
I am a natural leader, and I thrive in a fast- paced, deadline- driven environment. My commitment to excellence, combined with my ability to work under pressure, makes me an ideal candidate for this role. I am passionate about producing events that exceed expectations and have a positive impact on those who attend.
I am eager to discuss this opportunity further and look forward to speaking with you. Thank you for your time and consideration.
Thank you for your consideration.
Sincerely,
Your Name
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