
Freelance Event Coordinator

ROBERT SMITH

Phone: (123) 456 78 99 
Email: info@qwikresume.com

Website: www.qwikresume.com
LinkedIn:

linkedin.com/qwikresume
Address: 1737 Marshville Road,

Alabama.

Objective

A highly competent in financial duties, with supervisory skills. Proven ability to collect, 
consolidate, organize and prioritize business needs. Adopt a creative approach to problem solving 
through use of excellent analytical skills. Dedicated individual; achieving a reputation for 
consistently going beyond what is required. Proven ability to gather, extract and use data 
effectively. I also have excellent interpersonal skills; confident and poised in interactions with 
individuals at all levels.

Skills

Google Docs, Excel, Management, Hospitality.

Work Experience

Freelance Event Coordinator
ABC Corporation  2002 – 2022 
 Owned and operated a thriving freelance event planning business, playing an integral role in 

the success of numerous projects.
 Met the logistical needs of each project, ensuring the project flows smoothly from inception to

completion.
 Managed a successful project or event is developing a solid set of production skills, which 

include resourcefulness, intelligence, problem-solving abilities and a talent for honing in on 
details.

 Worked long hours, often in tense, high-stress situations, on location and often in extreme 
conditions.

 Managed a crew and working with several tiers of clients requires tact I have excellent 
relationship-building skills, including active-listening skills, the ability to negotiate positive 
outcomes and a knack for working well with diverse people.

 Generated new business is critical to a successful freelancer I have collaborated on my own 
website; promo pieces, logo and portfolio designs, and I regularly make cold calls to promote 
my business, meet with new clients and follow up in a professional, organized manner.

 Managed large sums of money, worked within a budget and kept track of expenses and petty 
cash; invoicing, bookkeeping and computer skills have also been key to running my own 
business.

Freelance Event Coordinator
Delta Corporation  2000 – 2000 
 Organized events for IDIO Gallery in Brooklyn.
 Also launched a small events series out of the Flavorpill Media office.
 This included regular spoken word nights, astrology brunches and haiku duels.
 Clients included BritishAmerican Business, One To World, National Academy Foundation, 

Andrea Nemetz Consulting Updated vendor contacts through .
 Planning and Marketing of Elite College Events Utilizes social media to successfully reach a 

targeted audience Responsible for over 250 guests .
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 Planned and executed logistics for the largest one day event in NBA history; timing, 
transportation, security, and event structure.

 Served as head communications liaison between NBA, security, and the Department of 
Education Co-directed and supervised logistics for day of the event.

Education

BA In Psychology
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