Simone Achterberg
Event Planner, Corporate and Nonprofit Events
Nashville, TN · simone.achterberg@example.com · (615) 555-0151
SUMMARY
Event planner with six years of experience delivering corporate meetings, conferences, galas and weddings from 40 to 1,200 guests. Plans about 35 events a year with budgets up to 400,000 dollars, keeping every one within budget over the last three years. Strong with vendor contracts, timelines and fixing problems quietly on event day.
EXPERIENCE
Senior Event Planner, Starling & Vine Events	Feb 2022 – Present
Nashville, TN
1. Plan and run 30 to 40 events a year for corporate and nonprofit clients, from 60-person board retreats to a 1,200-guest annual conference.
1. Manage budgets up to 400,000 dollars and negotiate venue, catering and AV contracts, saving clients an average of twelve percent against first quotes.
1. Grew a nonprofit gala client's attendance from 450 to 700 over two years by moving the date, adding a sponsor lounge and reworking the invitation schedule.
1. Keep a bench of more than 50 vetted vendors and lead day-of teams of up to 25 staff and volunteers.
Event Coordinator, Lantern Point Conference Center	May 2019 – Jan 2022
Franklin, TN
1. Coordinated about 120 meetings and banquets a year across eight meeting rooms and a 500-seat ballroom.
1. Wrote banquet event orders and floor plans and ran final walk-throughs with clients, catering and AV.
1. Introduced a shared planning checklist that cut late client changes and last-minute setup errors.
SKILLS
Event budgeting · Vendor sourcing and contracts · Venue selection · Run of show and timelines · Banquet event orders · Registration platforms · Room blocks and group travel · Floor plans and diagrams · Sponsorship coordination · On-site team leadership · Risk and contingency planning · Excel and Google Workspace
EDUCATION
B.S. in Hospitality and Tourism Management	2019
Harpeth Valley University, Nashville, TN
CERTIFICATIONS
Certified Meeting Professional (CMP), Events Industry Council, 2024
