Illustrative example from luceria.careers: Hollie Abiodun-Carter (fictional). Every person, employer, date and figure is fictional. Replace all of it with your own, and delete this note.
Hollie Abiodun-Carter
Events Coordinator · conferences and dinners for 8 to 300 guests · Venue events since 2025
Birmingham · 07700 900 591 · hollie.abiodun-carter@example.com
Profile
Events coordinator in a five-person venue events team since March 2025, coordinating around 10 to 12 events a month from eight-person meetings to 300-cover dinners as each client's single point of contact. Writes the run sheet and function sheet for every event, coordinates external suppliers against agreed quotes and held 11 of 12 client events within budget last quarter. Events management graduate with festival volunteering and emergency first aid. Looking for a coordinator role with a wider programme of fundraising and community events.
Experience
Events Coordinator — Fictional Canalside Conference Centre (12 meeting rooms, dinners for up to 300)
March 2025 – present
Venue events team of five coordinating around 40 events a month, from eight-person board meetings to 300-cover dinners.
1. Coordinate around 10 to 12 events a month, from eight-person meetings to 300-cover dinners, as the client's single point of contact from brief to invoice reconciliation.
1. Write the run sheet and function sheet for each event (timings, room layout, AV, catering numbers, dietary and access requirements) and brief the operations, kitchen and AV teams at the weekly events meeting.
1. Book and coordinate AV, floristry, entertainment and furniture suppliers for around 15 events a quarter, holding each to the agreed quote and confirming deliveries the week before.
1. Held 11 of 12 client events within their agreed budgets over the last quarter, flagging any likely overspend to the client before the event rather than on the invoice.
1. Resolved a missing dietary count and a failed projector during a 300-cover dinner by running the contingencies written into the run sheet, with no visible delay to guests.
Events Assistant (volunteer, then paid casual) — Fictional City Arts Festival
Summers 2023 and 2024
Three-day outdoor festival across four stages and two indoor venues.
1. Managed the stewards' rota for a team of 18 volunteers across the three-day festival, covering same-day gaps from a reserve list.
1. Set up and reset venue spaces between sessions to the stage manager's floor plans, handling up to six changeovers a day.
Education
BA (Hons) Events Management, Fictional University, 2024
Emergency first aid at work, 2025
Training
Fire marshal (venue), 2025
Manual handling (venue), 2025
Availability
Evenings and weekends for event delivery; full UK driving licence
Skills
Run sheets, function sheets and client briefs · Supplier booking, quotes and delivery coordination · Budget tracking and invoice reconciliation · Dietary, access and accessibility requirements · Room layouts, set-up and AV basics · Events management software and shared team calendars · Client communication by phone, email and on the day

Why this example is written this way
Event volume and size are both stated
'Coordinated a variety of events' could mean one wedding or forty conferences. This resume gives the number of events a month and the range of guest numbers, because an events manager hiring a coordinator wants to know two things at once: can this person carry a load of concurrent events, and have they handled the size we run.
Budgets are shown as outcomes, not amounts
A venue's prices and a client's spend are usually confidential, and an events coordinator at entry level rarely owns the whole budget. So the resume shows control rather than sums: how many events came in within the agreed budget and when the client was warned. That reads honestly, works for any currency and tells the reader this coordinator tracks quotes against invoices.
The run sheet is treated as the core document
The run sheet and function sheet are what an events coordinator actually produces; everyone else on the day works from them. Saying you write them, what they contain and whom you brief shows you can own an event end to end. A coordinator who only 'supports' events has usually never written one alone.
Problems are described with the contingency, not the drama
'Calm under pressure' is on every events resume. Here the bullet names what went wrong (a missing dietary count, a failed projector), what the run sheet already had in place and what the guests saw, which was nothing. Events managers hire coordinators who plan for failure, and the detail shows that planning happened before the dinner, not during it.
Bullet rewrites and the evidence behind them
Before: Organised a variety of events.
Evidence question: How many a month, what size range, and what did 'organised' actually cover from start to finish?
Evidence (fictional): Around 10 to 12 events a month; from eight-person meetings to 300-cover dinners; single point of contact for the client from brief to invoice reconciliation.
After: Coordinate around 10 to 12 events a month, from eight-person meetings to 300-cover dinners, as the client's single point of contact from brief to invoice reconciliation.
Before: Worked with suppliers.
Evidence question: Which suppliers, for how many events, and what did you hold them to?
Evidence (fictional): AV hire, florists, entertainment and furniture suppliers; around 15 events a quarter; each held to the agreed quote; delivery confirmations chased the week before the event.
After: Book and coordinate AV, floristry, entertainment and furniture suppliers for around 15 events a quarter, holding each to the agreed quote and confirming deliveries the week before.
Before: Good at problem solving under pressure.
Evidence question: What actually went wrong, what had you planned for it, and what did the guests see?
Evidence (fictional): At a 300-cover dinner a dietary meal count was missing and a projector failed; the run sheet's contingencies (the kitchen's dietary buffer and a spare projector in the AV store) were used; no visible delay for guests.
After: Resolved a missing dietary count and a failed projector during a 300-cover dinner by running the contingencies written into the run sheet, with no visible delay to guests.
Full explanation, transferable skills and occupation notes: https://luceria.careers/examples/events-coordinator-resume-example
Edition 1.1, 2026-11-06.
