Jane Todd

123 East Main Street, Philadelphia, PA 02115

555-555-5555 • xxx@chc.edu
OBJECTIVE

To obtain a full-time position as a project coordinator for a special events organization

EDUCATION

Chestnut Hill College, Philadelphia, PA

Bachelor of Arts in International Business, May 2020
GPA: 3.47

Honors: Phi Beta Kappa; Dean’s List

RELATED EXPERIENCE

Intern, Event Management Associates, Philadelphia, PA 

Summers 2017-19
Event Planning

· Planned meetings and conferences for 20-300 participants for two to four days

· Assisted with planning of conferences with budgets in excess of $2.5 million

· Coordinated speakers’ travel arrangements and technology for presentation needs

Fund Raising

· Created targeted corporate sponsorship list

· Cold-called targeted list, resulting in a 25% increase in corporate sponsorship

· Project Coordinator 

Event Planning

· Coordinated University-wide entertainment with a budget of $50,000

· Organized a weeklong program based on a student survey exceeding projected attendance by 40%

· Collaborated with University administration in implementing a new planning software program

Management

· Trained and managed a staff of 15 students involved in event planning and marketing

· Facilitated weekly meeting with staff to achieve goals

COMPUTER SKILLS

Microsoft Word, Access, Excel, PowerPoint; PageMaker; QuarkXPress

PROFESSIONAL AFFILIATIONS

Meeting Professionals International

ACTIVITIES

Varsity Field Hockey, Women’s Center, Global Union, Amnesty International,

Association of Student Alumni, Best Buddies

