
Robert Smith 
Birthday Party Coordinator

PERSONAL STATEMENT

An attentive, well-organized, dedicated, problem solver with exceptional 
people skills with experience in Customer Service and Office Assistance. 
Having the patience and determination to explore the problem and all of its
elements until the reasoning has been found so that it can be resolved 
accurately Outstanding written and verbal skills to effectively communicate
with others.

WORK EXPERIENCE

Birthday Party Coordinator
ABC Corporation -   January 2006 – April 2006 

Responsibilities:

 Provided exceptional customer service by explaining the process and 
ensuring that they would have a wonderful time.

 Setting up the party room to the appropriate size of the party including 
plates, cups, utensils, and party favors.

 Setting up the lanes, retrieving shoes and balls, as well as food orders.
 Serving the food and drinks and dispensed tokens for games to the 

children.
 Communicating with the Ball and Shoe associates of which lanes 

needed to be clear for future customers.
 Cleaning the party room of any clutter, trash, and food as well as 

vacuuming the carpets and returning the room to its original condition.
 Coordinated entertainment for birthday parties and events.

Birthday Party Coordinator
Delta Corporation -   2003 – 2006 

Responsibilities:

 Set up and maintain cleanliness if the party before, during and after the
party.

 Account for monetary discrepancies.
 Coordinated work between multiple departments.
 Advertised parties on the phone and through email.
 Planned and coordinated birthday events.
 Support with event logistics including food preparation.
 Consultations, tours, distributing flyers and pamphlets, hiring event 

staff and acting as event staff when needed, customizing the minute.

Education

BA In Psychology
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CONTACT DETAILS

1737 Marshville Road, 
Alabama
(123)-456-7899
info@qwikresume.com 
www.qwikresume.com

SKILLS

Customer Service, 
Planning, Coordinating.

LANGUAGES

English (Native)
French (Professional)
Spanish (Professional)

INTERESTS

Climbing
Snowboarding
Cooking
Reading

REFERENCES

Reference – 1 (Company 
Name)
Reference – 2 (Company 
Name)
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