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

[Date]

[Hiring Manager Name]
[Title]

[Company Name]
[Company Address]

Dear [Hiring Manager Name],

Please accept this letter and the enclosed resume as a formal expression of my interest in the [Job
Title] position at [Company Name]. Having built a solid foundation in organizational
management and operational support as an [Current/Previous Job Title], I am eager to transition
my skills into the professional event planning industry with your esteemed team.

During my tenure at [Previous Company], I mastered the art of multitasking, vendor
coordination, and schedule management. While my primary role was administrative, |
volunteered to lead [mention a specific project, e.g., the annual office retreat or a series of client
seminars]. My background in [mention a specific admin skill, e.g., budget tracking or travel
logistics] ensures that I can handle the intricate details required for successful event execution,
from initial concept to post-event reporting.

Key strengths I bring from my administrative background include:

o Logistical Excellence: Proven ability to coordinate complex calendars and resource
allocation.

o Budget Management: Experience tracking expenses and negotiating with vendors to
reduce costs by [X]%.

e Problem Solving: Adept at remaining calm under pressure and resolving last-minute
scheduling conflicts.

I am particularly drawn to [Company Name] because of your reputation for [mention a specific
company achievement or style]. I am confident that my meticulous attention to detail and my
passion for creating memorable experiences will make me a valuable asset to your planning
department.

Thank you for your time and consideration. I look forward to the possibility of discussing how
my organizational expertise can contribute to the success of your upcoming events.



Sincerely,
[Your Signature (if sending by mail)]

[Your Typed Name]



