[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]. As a seasoned Administrative Professional with [Number] years of
experience managing complex logistics and executive operations, I am eager to transition my
expertise into the professional event coordination space. Throughout my administrative career, |
have naturally gravitated toward event-related responsibilities. I have successfully managed
[Type of Event, e.g., departmental retreats, board meetings, or client seminars], where I was
responsible for [Key Skill 1: e.g., vendor negotiations], [Key Skill 2: e.g., budget tracking], and
[Key Skill 3: e.g., onsite troubleshooting]. My background has equipped me with a "calm under
pressure" mindset and an obsession with detail that is critical for high-stakes event production. In
my previous role at [Current/Last Company], I achieved: 4€¢ [Achievement 1: e.g., Reduced
catering costs by 15% through strategic vendor sourcing] a€¢ [Achievement 2: e.g., Coordinated
travel and scheduling for a 50-person conference] 4€¢ [Achievement 3: e.g., Developed a digital
tracking system that streamlined registration processes] I am particularly drawn to [Company
Name] because of your reputation for [Specific Company Project or Value]. I am confident that
my ability to manage multifaceted schedules and my proficiency in [Relevant Software, e.g.,
Cvent, Excel, or Project Management tools] will allow me to contribute to your team's success
immediately. Thank you for your time and for considering how my administrative foundation
can serve your event coordination needs. I look forward to the possibility of discussing how my
skills align with your goals. Sincerely, [ Your Name]



