Event Concierge

9 PROFESSIONAL SUMMARY

With a decade of experience as an Event Concierge, | excel in crafting
exceptional guest experiences and managing complex event logistics.
My expertise includes vendor relations, meticulous planning, and
proactive client engagement to ensure seamless execution. | am
dedicated to enhancing community connections and delivering
memorable events that exceed expectations.

@ WORK EXPERIENCE

Event Concierge # Apr / 2019-Ongoing

Quantum Solutions LLC X Phoenix, AZ

1. Ensured all client requirements were met, resulting in high
satisfaction rates.

2. Collaborated with hotel departments to streamline event logistics
and communication.

3. Maintained a safe environment for guests by proactively addressing
issues.

4. Managed security protocols for high-profile events, ensuring guest
safety.

5. Utilized attention to detail in reviewing Banquet Event Orders for
accuracy.

6. Participated in regular meetings to enhance service delivery and
event planning.

7. Demonstrated strong problem-solving and teamwork skills in high-
pressure situations.

Event Concierge @ Apr / 2015-Apr / 2019

Silver Lake Enterprises X Seattle, WA

1. Acted as a liaison between sales and event management to exceed
client expectations.

2. Supervised large-scale events, ensuring smooth execution for up to
500 attendees.

3. Organized and maintained paperwork for corporate events and
weddings.

4. |dentified and addressed client needs to ensure successful event
outcomes.

5. Maintained consistent communication with clients for event
success.

6. Assumed additional responsibilities to facilitate seamless event
operations.

€ EDUCATION

Bachelor of Arts in Hospitality
Management

Apr / Apr /
& 2012 "2015

University of Hospitality ¥ Toronto, ON

Studied event planning, customer service, and logistics management.
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@ skiLLs

Research Skills
e 6 & &6 0 6 0 o

Presentation Skills

Promotional Strategies

Social Media Savvy

Conflict Resolution

Networking Skills
e 6 & &6 &6 6 8 0o

@ INTERESTS
& Podcasts @ Language Learning

J3 Dancing @ Cycling

@ STRENGTHS

Z Intuition "&‘ Leadership
@ Listening ll & Mentorship

- LANGUAG ES

O VUV

English Polish Mandarin

€ ACHIEVEMENTS

{'* Successfully coordinated over 100 events,
enhancing client satisfaction by 30%.

f_" Implemented a new vendor management
system, reducing costs by 15%.
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