
[Your Name] 

[Your Phone Number] 

[Your Email] 

[LinkedIn Profile URL] 

[Date] 

[Hiring Manager Name] 

[Company Name] 

[Company Address] 

RE: [Job Title] Application 

Dear [Hiring Manager Name], 

I am writing to express my strong interest in the [Job Title] position at [Company Name]. Having 

served as an Administrative Assistant for [Number] years, I have consistently balanced complex 

calendar management with the logistical demands of corporate events. I am now eager to 

leverage my organizational expertise and proactive problem-solving skills to transition into a 

dedicated Meeting Planning role within your team. 

During my tenure at [Current/Previous Company], I acted as a primary liaison for [mention 

specific event types, e.g., board meetings, department retreats, or webinars]. My administrative 

background has provided me with a unique foundation in: 

• Logistical Coordination: Managing travel arrangements, venue sourcing, and vendor 

contracts with meticulous attention to detail. 

• Stakeholder Communication: Interfacing with executive leadership and external 

partners to ensure meeting objectives are met seamlessly. 

• Budgetary Oversight: Tracking expenses and processing invoices to keep departmental 

projects within financial parameters. 

I am particularly drawn to [Company Name] because of [mention a specific project or company 

value]. I am confident that my ability to remain calm under pressure and my mastery of [relevant 

software, e.g., Cvent, Zoom, or Excel] will allow me to contribute immediately to the success of 

your upcoming events. 

Thank you for your time and consideration. I look forward to the possibility of discussing how 

my administrative background can serve as a strategic asset to your event planning operations. 

Sincerely, 

[Your Name] 


