SUKI TANAKA

Riverside, CA 92501 « (555)555-5555 ¢ suki.tanaka@monster.com

Oct 14, 2026
Dear Hiring Manager,

I am writing to express my interest in the Event Planning position at ABC Events. With a Bachelor's degree in
Event Management and a decade of experience as a Senior Event Coordinator, | am excited about the
opportunity to contribute to your team's mission of creating unforgettable experiences for clients and their
guests.

Throughout my career, | have successfully coordinated various aspects of event planning, including budgeting,
logistics management, and vendor negotiations. My strong communication skills and attention to detail have
allowed me to foster meaningful relationships with clients and ensure their needs are met with precision. |
pride myself on my ability to adapt quickly in fast-paced environments while maintaining a focus on delivering

exceptional service.

| thrive in collaborative settings where creativity is encouraged. My experience overseeing event operations
has honed my project coordination skills, enabling me to manage multiple tasks efficiently while leading teams
towards successful outcomes. Conducting post-event evaluations has also been integral in refining processes
for future events.

ABC Events' commitment to creativity and customer satisfaction resonates deeply with me. | am eager to bring
my strategic thinking and problem-solving abilities into your innovative environment, working alongside your

talented team members.

Thank you for considering my application. | look forward to the possibility of discussing how my background
can align with the goals of ABC Events.

Sincerely,
Suki Tanaka





