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March 13, 2026
Dear [Hiring Manager's Name],
I am applying for the Event Manager position at [Company Name]. As a recent graduate in Hospitality and Event Management from [University Name] with two years of practical experience coordinating campus and community events, I am eager to bring my hands-on skills and drive to a professional events team.
During my time as Events Coordinator for [University/Organization Name], I planned and executed 18 events in a single academic year, including a 500-person career fair, a 3-day leadership summit, and a series of networking dinners for alumni and students. I managed budgets up to $22,000, coordinated with campus vendors and AV teams, built promotional timelines, and ran day-of logistics with a team of 12 volunteers. Attendance across my events increased 28% year-over-year.
I also completed an internship with [Event Agency/Company] where I supported senior event managers on three corporate client accounts, gaining experience with vendor RFPs, BEO review, client communication, and post-event wrap reports. I am comfortable with Eventbrite, Asana, and basic AV setups.
I am a fast learner who takes ownership of details and thrives when given responsibility. [Company Name]'s reputation for creative, well-executed events is exactly the environment I want to grow in, and I am committed to contributing from day one.
Thank you for your time. I look forward to the opportunity to discuss my application further.
Sincerely,
Amara Diallo
