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Events & Wedding Coordinator

Job Title: Events & Wedding Coordinator REF:224015503
Location: Solihull
Salary: £25,000 – £28,000 per annum plus bonuses
Contract: Full-time, 40 hours per week (flexibility required)

About the Role:

We are seeking a proactive and sales-driven Events and Wedding Coordinator to join a team in Solihull. You will be responsible for planning and delivering memorable weddings, private functions, and corporate events while also driving new business opportunities and maximising revenue for the hotel.

Key Responsibilities:

Act as the main point of contact for clients from initial enquiry through to post-event follow-up.
Proactively identify new sales opportunities and convert enquiries into confirmed bookings.
Conduct show rounds and confidently promote the hotel’s facilities to prospective clients.
Prepare event schedules, contracts, and accurate billing information.
Work closely with the operations team to ensure seamless event delivery and excellent guest experiences.
Build and maintain strong client relationships to encourage repeat business and referrals.
Handle enquiries by phone and email with professionalism and efficiency.
Maintain accurate records using hotel booking and event management systems.
Support other hotel departments where required, ensuring high standards across the guest journey.

Key Requirements:

Previous experience in events, weddings, or hospitality coordination.
A strong sales mindset, with the ability to spot opportunities and close deals.
Excellent organisation, attention to detail, and time management skills.
IT proficient, with confidence using booking systems and MS Office.
Professional telephone manner and strong communication skills.
Ability to adapt to changing demands and remain calm under pressure.
Flexible approach to working hours, including evenings and weekends.
Team-oriented with a proactive attitude and willingness to support colleagues across the hotel.
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PROFESSIONAL PROFILE
Dynamic and results-oriented hospitality professional with over 10 years of extensive experience in event and wedding coordination. 

Demonstrated ability to convert sales inquiries into confirmed bookings while delivering exceptional, memorable events. Committed to leveraging a strong sales acumen, outstanding organisational skills, and dedication to providing a five-star guest experience to enhance revenue and ensure recurring client satisfaction.
	SKILLS
· Wedding and Corporate Event Planning with flawless Event Delivery and Logistics
· Contract and Proposal Preparation
· Proactive Sales and Lead Generation, Maximising Revenue and Upselling
· Client and Stakeholder Relationship Management
· Professional Telephone and Email Etiquette
· IT Proficient: MS Office Suite, Event Management Systems: Opera, Delphi, Eventbrite


+44 123456789 |www. linkedin.com/in/student | student@events.com
education	 
	LONDON SCHOOL OF INTERNATIONAL Business       
Master of Business, Events Management     - (Distinction- 89%)
UNIVERSITY COLLEGE BIRMINGHAM                           
Bachelor of Arts, Hospitality Management   - (Distinction- 77%)
	2012 – 2014        

2007 – 2010     



EXPERIENCE	
	FAIRLAWNS HOTEL AND SPA          Events Executive
· Primary point of contact for all event enquiries (weddings, private parties, and corporate bookings)
· Managing a portfolio of 75 events annually, generating a revenue of over £950,000 
HYATT HOTEL                                           Hospitality Coordinator
· Provided exceptional guest service across the hotel, upholding high brand standards. 
· Supported the Events team with administrative tasks, scheduling, and on-the-day support for key functions, including a high volume of professional enquiries via telephone and email
KALAK LTD                                                 Graphic Designer
· Worked with cross-functional teams, including marketing, product development, and digital, to ensure the effective execution of design projects.
rEFERENCEs claire@fairlawns.co.uk
01222333444
paulb@hyatthotel.com
07899999999



	2019 – present




2014 – 2019




2009 – 2011



COVER LETTER
Student Name                                                                                                          
Events Executive
Fairlawn Hotel and Spa
20.10.2025
HIRING MANAGER
THE HOTEL
4321 YOUR STREET
SOLIHULL, B93 1TB

DEAR HIRING MANAGER,

I am writing to express my enthusiastic interest in the Events & Wedding Coordinator position at The Hotel as advertised by Pertemps. With a proven, consistent record in the hospitality sector, dedicated focus on pragmatic sales conversion and flawless event delivery, I am confident that I possess the precise blend of commercial drive and meticulous coordination skills required to significantly maximise revenue and create memorable experiences for your clients. 
In my previous role as Events Executive at the Fairlawns Hotel and Spa, I was responsible for the entire sales pipeline, where I successfully drove revenue by proactively identifying sales opportunities and converting an average of 25% of initial enquiries into confirmed bookings, significantly outperforming the industry average. I excel at conducting confident facility show rounds, highlighting unique selling points, and upselling packages.
Whilst I am adept at the logistical and organisational demands of the role, my professional and genuine approach ensures that the client’s experience is seamless and stress-free due to my prominent levels of empathy and open communication. The proficiency in these skills is exemplified through my:
· Client Liaison: Acting as the single point of contact, I manage all contracts, schedules, and accurate billing, ensuring every detail is communicated effectively to the client and internal teams.
· Operational Excellence: I pride myself on my collaborative nature. I work closely with operations and F&B teams to translate BEOs into exceptional execution, earning positive feedback and repeat business.
· Flexibility: I fully appreciate the demands of the events calendar and am flexible regarding working hours, including evenings and weekends, to support event delivery and client needs.
[bookmark: _Hlk210985370]I was honoured to receive the British Star Award for Excellence in Events Management in 2023 for consistently displaying quality in the hospitality industry and effectively generating new income prospects in the corporate, private, and wedding sectors.
I am eager to bring my skills, experience, and enthusiasm for the Solihull market to your team. My forward-thinking and dedication to high standards would make me an immediate and valuable asset to The Hotel. I look forward to the opportunity to discuss how I will contribute to achieving your revenue and guest satisfaction goals. Thank you for your time and consideration. 

BEST REGARDS,
APPLICANT
