
Application for Event Coordinator Position 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Hiring Manager's Name] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Hiring Manager's Name], 

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

advertised on [Where You Found the Job Posting]. With my extensive experience in planning 

and executing successful events, I am confident in my ability to contribute effectively to your 

team. 

In my previous role at [Previous Company Name], I successfully managed a variety of events, 

including corporate meetings, conferences, and social gatherings, ensuring every detail was 

attended to and that each event was executed flawlessly. My strong organizational skills, 

attention to detail, and ability to work under pressure allowed me to exceed the expectations of 

both clients and stakeholders. 

I am particularly drawn to the opportunity at [Company Name] because of [specific reason 

related to the company or position]. I am eager to bring my passion for event planning and my 

proven ability to foster relationships to your organization. 

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

skills and experiences align with the goals of [Company Name]. I am available at your earliest 

convenience for an interview. 

Sincerely, 



[Your Name] 


