
Application for Event Planning Position 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Hiring Manager's Name] 

[Company's Name] 

[Company's Address] 

[City, State, Zip Code] 

Dear [Hiring Manager's Name], 

I am writing to express my interest in the Event Planning position at [Company's Name] as 

advertised [where you found the job posting]. With a strong background in organizing various 

events and a passion for creating memorable experiences, I am excited about the opportunity to 

contribute to your team. 

In my previous role as [Your Previous Job Title] at [Your Previous Company], I successfully 

coordinated numerous [types of events, e.g., corporate functions, weddings, etc.], managing 

everything from initial concept development to execution. My attention to detail and ability to 

adapt to changing circumstances have allowed me to execute flawless events that exceed client 

expectations. 

I am particularly impressed by [mention something specific about the company or its projects]. I 

believe that my skills in [mention relevant skills or experiences] align well with the goals of your 

organization. 

Thank you for considering my application. I look forward to the opportunity to discuss how my 

experiences and vision can contribute to the continued success of [Company's Name]. 

Sincerely, 

[Your Name] 


