
[Your Full Name] 

[Your Phone Number] 

[Your Email Address] 

[Your LinkedIn Profile] 

[City, State, Zip Code] 

[Date] 

[Hiring Manager Name] 

[Title] 

[Company Name] 

[Company Address] 

Dear [Hiring Manager Name/Title], 

I am writing to express my enthusiastic interest in the [Event Management Position Title] at 

[Company Name]. Having spent the past [Number] years as an Executive Assistant, I have 

developed a master-level proficiency in the logistical orchestration and meticulous planning that 

define world-class events. I am now eager to pivot my career to focus exclusively on event 

management, bringing my background in high-stakes coordination to your team. 

In my recent role at [Current/Previous Company], I was responsible for more than just 

administrative support; I acted as the primary architect for [type of events, e.g., quarterly board 

meetings, international summits, or corporate retreats]. My experience includes: 

• Strategic Logistics: Managed end-to-end travel, venue sourcing, and vendor contracts 

for groups of up to [Number] attendees. 

• Budget Oversight: Consistently delivered projects [Percentage] under budget by 

negotiating favorable terms with suppliers and catering services. 

• Crisis Management: Developed a reputation for remaining calm under pressure, 

resolving real-time scheduling conflicts and technical failures without disrupting the 

attendee experience. 

While my title was Executive Assistant, my core function was ensuring that every interaction 

and environment was curated to perfection. I possess the organizational agility required to 

manage multiple moving parts simultaneously, a skill that is directly transferable to the fast-

paced nature of [Company Name]'s event portfolio. 

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

value]. I am confident that my background in executive-level precision will allow me to 

contribute immediately to your event success. I look forward to discussing how my coordination 

expertise can support your upcoming projects. 

Thank you for your time and consideration. 



Sincerely, 

[Your Signature] 

[Your Printed Name] 


