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

[Date]

[Hiring Manager Name]
[Company Name]
[Company Address]

Dear [Hiring Manager Name/Title],

I am writing to express my enthusiastic interest in the [Specific Job Title] position at [Company
Name]. Having spent [Number] years as an Office Administrator, I have developed a robust
foundation in logistics, vendor management, and complex scheduling. I am now eager to
leverage these transferable skills to transition into a full-time Corporate Event Planning role
within your esteemed organization.

During my tenure at [Current/Previous Company|, I was frequently tasked with managing
internal events, including [List 1-2 examples, e.g., quarterly town halls, holiday galas, or board
meetings|. One of my proudest achievements involved [Briefly describe an event achievement,
e.g., reducing catering costs by 15% or managing a 200-person conference]. This experience
allowed me to master the art of balancing strict budgets with high-quality execution while
maintaining calm under pressure.

My background in office administration has equipped me with a unique "big picture" perspective
coupled with meticulous attention to detail. I am proficient in [Specific Software/Tools, e.g.,
Excel, Trello, Cvent] and possess the interpersonal skills necessary to negotiate with vendors and
interface with C-suite executives. | am confident that my organizational expertise and my
passion for creating seamless corporate experiences will make me a valuable asset to your events
team.

I would welcome the opportunity to discuss how my administrative background can translate
into success for [Company Name]'s upcoming event portfolio. Thank you for your time and

consideration.

Sincerely,

[Your Full Name]



