
[Your Full Name] 

[Phone Number] 

[Email Address] 

[LinkedIn Profile URL]  

[Date] 

 

[Hiring Manager Name] 

[Company Name] 

[Company Address]  

Dear [Hiring Manager Name],  

Re: [Job Title / Reference Number]  

I am writing to express my enthusiastic interest in the [Job Title] position at [Company Name]. 

Having served as a [Current/Previous Job Title] for [Number] years, I am eager to pivot my 

career into professional event planning, leveraging my extensive background in high-level 

administrative coordination and logistical management.  

Throughout my tenure as a secretary, I have naturally gravitated toward the organizational 

aspects of corporate gatherings. I have successfully managed [Specific Task, e.g., executive 

calendars, travel itineraries, or internal meetings], which has provided me with a robust 

foundation in:  

• Vendor Coordination: Managing relationships and schedules with external service 

providers. 

• Resource Management: Ensuring all materials and technology are prepared and 

functional for high-stakes environments. 

• Problem Solving: Resolving scheduling conflicts and logistical hurdles under tight 

deadlines. 

I am particularly drawn to [Company Name] because of [Reason, e.g., your reputation for 

industry-leading conferences/innovative event design]. My ability to remain calm under pressure 

and my meticulous attention to detail ensure that I can transition seamlessly into a role that 

requires precise execution and guest satisfaction.  

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] 

[Your Printed Name]  


