
Robert Smith
Trade Show Coordinator

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

Website : www.qwikresume.com
LinkedIn: linkedin.com/qwikresume

Address: 1737 Marshville Road, Alabama

SUMMARY

Seeking a challenging Trade Show Coordinator position where I can utilize my experience and 
enhance my professional growth as a high performer, team player, with product and customer 
focus and the ability to drive for results. Consistently proven to meet all deadlines and produce 
exceptional results for marketing materials.

SKILLS

Microsoft Office, Photography, Powerpoint, Quickbooks.

WORK EXPERIENCE

Trade Show Coordinator
ABC Corporation  January 2007 – May 2008 
 Organized all aspects of both national and international trade shows for the company 

including marketing, advertising, and sales functions.
 Prepared press materials for trade shows.
 Accumulated and maintained company calendar.
 Worked at trade shows where the company exhibited.
 Coordinated floor plans, menus, flights, audio visuals, and overnights plans.
 Forecasted operation expenses for each show and provided options on services.
 Managed meetings, conferences, and social events from sales to completion.

Trade Show Coordinator
Delta Corporation  2006 – 2007 
 Unload &amp; load freight from trucks to designated trade show locations Check freights for 

damages/discrepancies.
 Ensure work area was always clean, promoting a safe and secure working environment.
 Independently coordinated 100 plus national and regional trade shows, corporate events and 

meetings per year within budget for over 30 divisions.
 Planned and executed trade show promotional campaigns, determined appropriate graphics, 

messages and themes including recommending budgets and .
 Served as primary interface with department vendors including display houses, advertising 

agencies, public relation firms, printers, merchandisers, .
 Strategize, plan and implement 90+ trade shows for both the Multi Modality Imaging and 

Radiation Oncology Sides of the business from inception to end .
 Participated in customer service by working with customers to schedule shipments to and 

from trade shows, provide them with pricing, and ensure .

EDUCATION

MS
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