
Letter of Interest for Event Coordinator 

Position 

[Your Name]  

[Your Address]  

[City, State, Zip]  

[Email Address]  

[Phone Number]  

[Date]  

[Hiring Manager's Name]  

[Company's Name]  

[Company's Address]  

[City, State, Zip]  

Dear [Hiring Manager's Name], 

I am writing to express my interest in the Event Coordinator position advertised on [where you 

found the job listing]. With my background in event planning and project management, I believe 

I am well-equipped to contribute to your team and ensure the successful delivery of your events.  

My experience includes coordinating various types of events, from corporate meetings to 

outdoor festivals. I excel in budgeting, vendor negotiations, and logistics management, ensuring 

events run smoothly and meet the desired outcomes. Additionally, my strong communication and 

interpersonal skills enable me to collaborate effectively with team members and clients alike.  

I am particularly drawn to [Company's Name] because of [specific reason related to the company 

or its events]. I am eager to bring my expertise to your team and help create memorable 

experiences for your clients.  

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

contribute to the continued success of [Company's Name].  

Sincerely, 

[Your Name] 


