[Your Full Name]
[Phone Number]
[Email Address]
[LinkedIn Profile URL]
[City, State]

[Date]

[Hiring Manager Name]
[Title]

[Company Name]
[Company Address]

Dear [Hiring Manager Name],

I am writing to express my enthusiastic interest in the [Job Title] position at [Company Name].
Having built a robust foundation in high-level administrative support, I am now pivoting my career
toward special events planning-a field where I have consistently applied my logistical expertise
and organizational precision to deliver seamless event experiences.

In my recent role as [Current/Previous Job Title] at [Company Name], [ was responsible for [list a
core administrative duty that relates to events, e.g., managing complex calendars or vendor
relations]. However, my most impactful contributions occurred when I spearheaded [mention a
specific event, meeting, or office function]. During this time, I successfully [mention a specific
achievement, e.g., reduced catering costs by 15% or managed a guest list of 200+], demonstrating
my ability to handle the pressures of live event production.

My administrative background has equipped me with a unique toolkit for event planning,
including:

o Logistical Excellence: Proven track record of managing intricate details, from travel
coordination to venue sourcing.

e Budget Management: Experience in tracking expenses, processing invoices, and
maintaining fiscal oversight for departmental projects.

o Stakeholder Communication: Ability to act as a primary liaison between vendors,
executive leadership, and diverse client groups.

I am eager to bring my meticulous attention to detail and my passion for creating memorable guest
experiences to [Company Name]. I have long admired [mention a specific event or quality of the
company], and I am confident that my transition from administration to event planning will provide
your team with a highly organized and adaptable professional.

Thank you for your time and consideration. I look forward to the possibility of discussing how my
transferable skills can contribute to the continued success of your events team.



Sincerely,

[Your Signature]
[Your Printed Name]



