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Prefer customer service over all because of my people skills and the way I take 
control of problems. I am self-motivated so you don't need to tell me twice to do 
something. I am also a very fast learner and can adapt to pretty much anything once
I get the hang of it. I have had jobs were I run and manage coworkers so working as 
a team or managing would not be a problem.

EXPERIENCE

Special Event Manager
ABC Corporation - OCTOBER 2006 – APRIL 2008

 Confer with staff at a chosen event site to coordinate details.
 Inspect event facilities to ensure that they conform to customer 

requirements.
 Consult with customers to determine objectives and requirements for 

events such as meetings, conferences, and conventions.
 Arrange the availability of audio-visual equipment, transportation, 

displays, and other event needs.
 Plan and develop programs, agendas, budgets, and services 

according to customer requirements.
 Promote conference, convention and trades show services by 

performing tasks such as meeting with professional and trade 
associations, and producing brochures and other publications.

 Meet with potential clients to perform site inspection and give tours of
the facility, meeting rooms and activities offered.

Event Manager 
ABC Corporation - 2005 – 2006

 Created marketing materials to attract new clients.
 Coordinated all aspects of event including staff, vendor set-up, room 

layout and audiovisual.
 Assisted with sales efforts in presenting the facility to potential 

clients.
 Managed facility schedule, staff, and events.
 Conducted pre and post evaluation of event space and services.
 Prepared contracts and billing statements.
 Researched new markets and increased seasonal sales..

EDUCATION

 AA in Fashion Design - (SALT LAKE COMMUNITY COLLEGE - Salt Lake 
City, UT)

© This Free Resume Template is the copyright of Qwikresume.com. Usage Guidelines

https://qwikresume.com/resume-samples/
https://qwikresume.com/free-resume-template-usage-guidelines/


SKILLS

Sales, Event Management, Event Planning, Event Coordination, Fundraising, 
microsoft office, microsoft excel, music teaching.
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