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March 13, 2026
Dear [Hiring Manager's Name],
I am applying for the Event Manager position at [Hotel/Property Name]. With nine years of experience managing meetings, conferences, and private dining events at full-service hotel properties, I bring a deep understanding of hospitality standards, group sales coordination, and the operational precision that luxury event clients expect.
In my current position at [Current Property], I oversee 60–80 events annually across our ballroom, boardroom, and outdoor event spaces. My responsibilities include responding to RFPs, preparing BEOs, coordinating with banquet operations and culinary teams, and serving as the primary client contact from contract through post-event review. Last quarter, I personally managed a 600-person conference with $480,000 in room block, catering, and AV revenue, achieving a 98% client satisfaction score and a signed letter of intent for next year.
I thrive in high-pressure environments, communicate clearly under shifting timelines, and consistently turn first-time clients into repeat business through attentive service. I am proficient in Delphi FDC, Cvent, and Tripleseat event management systems.
[Property Name]'s reputation for exceptional service matches my professional standards. I would appreciate the opportunity to discuss how my background can contribute to your events revenue and guest experience goals.
Respectfully,
Claire Worthington
