
Internship Application for Conference 

Management Role 

John Doe 

123 Main Street 

City, State, ZIP Code 

Email: johndoe@example.com 

Phone: (123) 456-7890 

Date: October 15, 2023 

Hiring Manager 

ABC Conference Management Services 

456 Business Avenue 

City, State, ZIP Code 

Dear Hiring Manager, 

I am writing to express my interest in the conference management internship role at ABC 

Conference Management Services as advertised on your website. As a current student pursuing a 

degree in Event Management at XYZ University, I am eager to apply my academic knowledge 

and gain practical experience in coordinating successful conferences. 

During my studies, I have developed strong organizational and communication skills through 

various group projects and event planning simulations. Additionally, I have volunteered at 

several university-hosted events, where I assisted in logistical planning, attendee registration, and 

on-site coordination. I am confident that my proactive attitude and attention to detail will 

contribute positively to your team. 

I am particularly impressed by ABC Conference Management Services' commitment to 

delivering exceptional experiences for clients and attendees. I am excited about the opportunity 

to learn from your experienced team and contribute to the successful execution of upcoming 

conferences. 

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

candidacy further. 

Sincerely, 

John Doe 


