
Application for Event Planning Role 

John Doe 

123 Main Street 

Anytown, USA 12345 

Email: johndoe@example.com 

Phone: (123) 456-7890 

Date: October 1, 2023 

Hiring Manager 

XYZ Events 

456 Event St. 

Anytown, USA 12345 

Dear Hiring Manager, 

I am writing to express my interest in the Event Planning role at XYZ Events as advertised. With 

a background in project management and a passion for organizing memorable events, I am 

excited about the opportunity to contribute to your team. 

In my previous role at ABC Company, I successfully planned and executed various corporate 

events, from team-building retreats to annual conferences, which enhanced my organizational 

and communication skills. My attention to detail and ability to work under pressure allowed me 

to deliver successful events while maintaining budget parameters. 

I am particularly drawn to XYZ Events because of your commitment to creating unique 

experiences that reflect the client's vision. I am eager to bring my creative ideas and logistical 

expertise to your company to help elevate your event offerings. 

Thank you for considering my application. I look forward to the possibility of discussing this 

exciting opportunity with you. Please find my resume attached for more details about my 

experience. 

Sincerely, 

John Doe 


