[Your Name]
[Event Planner] · [Corporate, nonprofit, association or wedding events] · [CMP or CSEP, if you hold it]
[City, State] · [email@example.com] · [(555) 555-0100] · [LinkedIn or portfolio URL]
SUMMARY
[Event planner with N years delivering (meetings, conferences, galas, weddings) for (an agency, a venue, an in-house team). Run about (N) events a year from (smallest) to (largest) guests, with budgets up to (amount). Known for (one strength a client would name, e.g. a calm event day after a vendor cancels).]
EXPERIENCE
[Event Planner, Senior Planner or Coordinator], [Agency, venue or company]
[City, State] · [Mon YYYY] – [Present]
1. [Plan and run (N) events a year for (client types), from (smallest format and headcount) to (largest format and headcount)]
1. [Own budgets of (range) and negotiate (venue, catering, AV, transport) contracts, finishing (under budget by an amount, or on budget for N events)]
1. [A result you moved for a client: (attendance, sponsor revenue, survey score, rebooking) went from (before) to (after) because you (changed the date, format, invitations or layout)]
1. [Lead event-day teams of (N staff, volunteers, vendors) and handled (one real problem: weather, a no-show vendor, a room flip) without the client noticing]
[Previous title], [Venue, hotel, agency or nonprofit]
[City, State] · [Mon YYYY] – [Mon YYYY]
1. [Coordinated (N) meetings, banquets or weddings a year across (rooms, ballroom capacity, venues)]
1. [Wrote (BEOs, floor plans, run of show, room block reports) for (N) events and ran final walk-throughs with (who)]
1. [One process you fixed: (checklist, vendor onboarding, registration flow) and what it reduced (late changes, setup errors, overbooked rooms)]
SELECTED EVENTS
[Event name or description] · [Format: conference, gala, wedding, offsite] · [Guests] · [Budget you controlled] · [One outcome: attendance, savings, rebooked]
[Second event, ideally a different format or client type from the first] · [Guests] · [Budget] · [Outcome]
[Third event: the one closest to the posting you are applying for] · [Guests] · [Budget] · [Outcome]
SKILLS
Planning and contracts: [Budgeting, vendor sourcing, venue contracts, BEOs, run of show, contingency plans]
Systems: [Registration platform, floor plan software, CRM, Excel or Google Sheets: the ones the posting names first]
Logistics: [Room blocks and attrition, group air and ground transport, shipping and freight, sponsor deliverables]
EDUCATION
[B.S. in Hospitality, Event Management or your field], [University], [YYYY]
[CMP, CSEP or wedding planning credential], [Issuing body], [YYYY]
