[image: ]







Module Name: Professional Career Development 
Module Code: BMSW4012
Assignment Title: Practical Task
Student Name: Aimee- Jayne Williams 
Student Number: 2502408
Lecturer: Arpu Kumar 



 Job Description : 

Job title: Event planner  
Company: Elite Moments Events
Location: Manchester, United Kingdom 
Contract type: Full-Time, Permanent 
Salary: £25,000-£31,000 a year

Company description:
Elite Moments Events is a creative and fast growing event management company specialising in corporate events, weddings and private celebrations. We pride ourselves on delivering memorable experiences through innovation design , remarkable organisation, and outstanding client service. Our team is dedicated to working closely with clients to bring their unique ideas into reality, ensuring every detail is accomplished flawlessly. 

Job Summary:
We are looking for an creative, organised, highly motivated event planner to join our team. If successful, the individual chosen will carry the responsibilities for planning, coordinating and delivering a wide variety of events concepts through to completion. This role is vital for an individual to carry strong communication skills, attentive to detail, and the ability to manage multiple projects simultaneously. Willing to relocate can also be discussed if successful with interview.

Key responsibilities:
 
· Meet with clients to understand event budgets, requirements and objectives.
· Sort and negotiate with venue, contractors and suppliers.
· Ensure health and safety regulations are followed.
· Develop high quality proposals, timelines, and schedules. 
· Ensuring to stay in budget and tracking where expense are going. 
· Coordinate logistics, including entertainment, decoration, equipment and catering if needed. 
· Handle any issue that arises professionally.
· Evaluate event success and value client feedback.


Qualifications 

· Flexibility to work evenings and weekends when required. 
· Previous experience in event planning or project management (1-3 years preferred)
· Strong negotiation and communication abilities.
· Ability to create high quality standard projects under pressure and meeting the deadline. 
· Exceptional time management and organisation skills. 
· Familiarity in Microsoft office and event management software. 
Benefits 

· Competitive salary  (£31,000- £45,000) depending on performance and success rates. 
· 28 days paid holiday (including bank holidays)
· Performance based bonuses 
· Opportunities for professional development 
· Opportunities to travel (expenses covered)
· Opportunities to work closely with brands
· Friendly and supportive team environment.
· Staff discount on selected events and brands. 


2. AI Acknowledgement
 I acknowledge the use of Snapchat AI on 10 March 2026 to support the planning and structure of my cover letter and CV building. I use prompts like 
“help me structure a professional CV”
“ What are event planners looking for when they read a cover letter”
“what are previous employment examples I could include”
I confirm that I have not presented any AI-generated text as my own work. I confirm that I have retained copies of my drafts, notes, and other resources used before and after the use of AI tools, which may be requested as evidence.


3. Cover letter 
               Aimee-Jayne Williams 
               18 Chepstow Place
2502408@student.uwtsd.ac.uk
07391599175
Dear Hiring Manager,

I am excited to apply for the Event Planner position at Elite Moments Events. With a strong passion for organizing memorable events, my proven creative and unique out look on how to execute the vision at hand and a proven track record of successfully managing diverse projects, I am confident in my ability to contribute positively  to your team.

In my previous roles, I have demonstrated excellent organizational skills, attention to detail, and the ability to handle multiple events smoothly. I excel at communicating with clients and vendors to ensure every event runs smoothly and exceeds expectations as I know that the client entail is the most vital part of guaranteed success in this industry. My creativity and problem-solving skills help me adapt quickly to any challenges that arise during event planning.

I am enthusiastic about the opportunity to bring my skills and dedication to Elite Moments events, and I am eager to give my contribution to creating exceptional experiences for your clients and believe I will be a great addition to your team . Thank you for considering my application. I look forward to the possibility of discussing further what I can bring to the table.

Kind regards,  
Aimee-Jayne Williams.


4. CV

Aimee-Jayne Williams
Swansea, Wales
2502408@student.uwtsd.ac.uk
07391599175

Personal Statement
 
A highly motivated individual with a passion for excellent customer service, and delivering memorable experiences. Strong communication and organisational skills, with a genuine interest in seeing a vision come to life. Dedicated to ensuring client satisfaction and creating impactful, meaningful events.

Key skills
· Efficiency to detail
· Budgeting and cost control
· Negotiation skills 
· Team player 
· Problem solving and adaptability 
· Multitasking and time management 

Employment History 
       

         -Event Coordinator, Bright Events Ltd.  June 2023 – Present  
        - Planned and executed corporate events, weddings, and social gatherings for up to         300 attendees.  
        - Managed vendor relationships, negotiated contracts, and coordinated logistics.  
        - Created detailed event timelines and budgets to ensure smooth operations.


        - Assistant Event Planner, Sparkle Celebrations   January 2022 – May 2023  
        - Assisted with venue selection, décor planning, and guest communication.  
        - Maintained event calendars and tracked RSVPs.


       - Marketing and Events Intern, City Convention Center  
         June 2021 – December 2021  
       - Helped coordinate promotional events and trade shows.  
       - Assisted with social media promotion and on-site event support. 
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