A sample cover letter for convention coordinator job.
Given below is a sample convention coordinator resume cover letter. If you are applying for a convention coordinator job, don't forget to send such cover letter with it.

MARTHA KLINGMAN
123, Park evenue
Boston, MA, 02123
(123) 456-7890 



September 23rd 2008

Ms. Sally Cook
Zeus Callafield Gardens
105, East Street
San Francisco, CA 95124

Dear Ms. Cook,

Through your notice on the Internet, I learned of your opening for a Convention Coordinator. Please accept this letter in application for this position. 

The annual convention is usually the highlight of the year in many companies. Employees and managers alike look forward to the relaxing atmosphere in which many conventions take place. Little do they know how extensive the planning is behind these seemingly effortless occasions. 

Effective communication is one of the key elements to the success of a convention in a resort such as yours. When miscommunication ensues, money and time are lost. As a corporate communications intern for Alabama Power Company, I managed a budget of $25,000 for a month-long campaign. Attention to detail in this campaign was crucial, just as it will be for the convention coordinator of Callafield Gardens. 

Communicating with diverse audiences is my forte. As a civic leader, I work with groups as varied as the Miss America Scholarship Program, the Lee County Council on Aging and the Special Olympics. 

I feel sure, in fact, that I will be an asset to your organization. When may we meet to discuss our future? 

Sincerely, 

Martha Klingman 

Enclosure: Resume 

