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Q.1 Short Questions: 

i. Indentify the key steps involved in human resource management for an 

event? 

Answer: 

• identifying the tasks necessary to deliver the event 
• determining the number of ‘jobs’ and/or sub- committees such tasks will 
require 
• determining the skills needed from people in the various ‘jobs’/sub- 

committees 
• identifying the number of people needed to deliver the event 
• identifying where to source the people needed to deliver the event 
• undertaking measures to create awareness of, and interest in volunteer 
participation in your event 
• applying a selection process to people that applies to volunteer to ensure 
the right people in the right jobs/sub-committees 
• providing adequate training so that volunteers can perform the tasks 
required 
• seeking to create a sense of event ‘ownership’ by the volunteers 
• ensuring volunteers are acknowledged and rewarded for their efforts 
• preparing a checklist to ensure volunteers are effectively integrated into 
the overall management of the event.

ii. As an event planner you require some volunteers for your event, how would you contact them or arrange for them? 

Answer:

I will source for volunteers by approaching key event stakeholders like local councils and community groups) associated with the event, Colleges and Universities, religious groups, service organisations, senior citizens centres, the local Chamber of Commerce, community centres as well clubs (for sporting events). 

iii. Which sort of information does a human resource plan contain?

Answer:

A human resource plan contain such information as:

The number of personnel (staff) required for an event, the cost implications and assumptions, the duration or requirement of the staff i.e. when and how long they are expected to operate as well as any special skills that the people required for the event might be expected to have to contribute to the overall success of the event.

iv. Mention some ways of rewarding the volunteers at the end of event, and why it is important to do so? 

Answer:

Ways of rewarding volunteers include: Issuing certificate/letter of recognition, giving special gift items such as t-shirts and branded gift items, giving out free tickets, organizing volunteers’ appreciation party, providing opportunities for the volunteers to meet with special personalities such as celebrities and stars especially those that are parts of the events.

Rewarding volunteers is important because the reward makes them feel special and ensure that they are appreciated for their efforts. It will also improve their performances in previous event as well as ensuring that they respond next time they are called up.

v. Describe the management structure for one of the following events: a) A sports event 

Answer:

The management structure for a sports event can be seen in the diagram below:
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Q.2. Outline the roles and responsibilities of those managing the event.

Answer:

The roles of an Event Director includes:

a.
Recruit and convene a bid committee.

b.
Recruit and convene an organising committee

c.
Plan and oversee the recruitment and training of all human resources d.
required to organise and conduct the event.

e.
Develop an event management plan.

f.
Represent the event in dealings with outside parties.

g.
Develop policies.

h.
Monitor the progress of the planning and organisation of event tasks.

The roles of a Programme Coordinator includes:

Identify the objectives of the event and determine the requirements that must be met to accomplish those objectives (for example, facilities and services)  

Liaise with the Marketing Officer to promote events  

Meet with teams (eg:Leadership etc) to plan event scope and format, establish and monitor budgets, review administrative procedures and discuss progress  

Co-ordinate services (for example,  catering, signage, displays, audiovisual equipment, printing, security) and deal with any problems that arise  

Co-ordinate decor design and special effects  

Develop crowd management and risk management systems 

Plan set up and tear down procedures  

Plan entertainment and social gatherings for participants  

Receive and process registrations

The roles of an Equipment Coordinator includes:

Set up the equipment room prior to the start of the season under the direction of the regional coach administrator, purchasing commissioner, fields director, or other supervising administrator; 

Recruit and supervise equipment workers in the execution of these duties and 

responsibilities, as may be needed and available; 

Inventory equipment prior to the beginning of the season to assess purchase requirements; 

Propose equipment requirements, supplier and budget for the season; 

Issue purchase orders based on seasonal requirements and schedule; 

Receive, check, inventory and store equipment and schedule; 

Make arrangements for distribution of equipment with appropriate board member to appropriate volunteers; 

Replace required equipment during season; and 

Receive, check, inventory and store equipment at end of season.

The roles of an Hospitality Coordinator includes:

Greet guests and seat them at tables or in waiting areas.

Inspect dining and serving areas to ensure cleanliness and proper setup.

Maintain contact with kitchen staff, management, serving staff, and customers to ensure that dining details are handled properly and customers' concerns are addressed.

Inform patrons of establishment specialties and features.

Receive and record patrons' dining reservations.

Inspect restrooms for cleanliness and availability of supplies and clean restrooms when necessary.

Direct patrons to coatrooms and waiting areas such as lounges.

Speak with patrons to ensure satisfaction with food and service, to respond to complaints, or to make conversation.

Supervise and coordinate activities of dining room staff to ensure that patrons receive prompt and courteous service.

The roles of an Officials Coordinator includes:

Advance planning along with the coaches or meet director; 

The selection and assignment of officials; 

The safety of officials and athletes; serving as referee in interpreting the rules of competition;

Q.3. “The event manager must ensure that he has the right people with the right mix of skills at the right time, place and cost to meet the objectives of the event”. Discuss.

Answer:
It is important for the event manager to ensure that he has the right people with the right mix of skills at the right time, place and cost because the success of an event depends to a large extent on the seamless interface between all the corresponding teams that are associated with organizing the event.

Also, putting the wrong person in a job, especially in event management, is most likely going to generate poor performance, missed opportunities, unhappy clients, and increased costs among many other negatives,

The onus, therefore, lies on the event manager to ensure that all personnel associated with the event are available as at when required and that the cost of hiring them is within the estimated budget for the event. 

Aside from these, the key to a successful event is getting the right people with the right skills. All the planning in the world won't overcome an insufficiency of talent.

Event managers need full visibility into the skills and workloads of all of their resources, including vendors, contractors and outsourcers, who often get left out of skills assessments even though they're doing a "huge" proportion of work. 

A thorough assessment of all resources at the outset of the planning process can provide such visibility into everyone's skills and workloads.

Activity                                               

You are to organise a community festival. Preparations are to be started 8 months in advance; the first step is to recruit volunteers which you have already done as a manager. Now  you have to divide the tasks and organise the teams. 

Based on the above case: 

a) List teams involved in the event 

b) Describe the function of each team involved in the event

c) Explain the value of team work at events

Answer:

a) List teams involved in the event 

Communications/Creative staff

Includes staff with titles such as festival coordinator, director of marketing and communications, creative director, communications specialists, media relations specialists, photographers, videographers, audio visual staff, webmasters, etc.

Administrative staff

Includes administrative assistants, assistants to the director/festival coordinator, office associates, etc.

Budget staff

Includes business coordinators, financial and administration officers, etc.

Event planning and protocol liaisons

Includes events coordinator, protocol officers, etc.

b) Describe the function of each team involved in the event

Communications/Creative Staff:


•
Create theme/taglines for the event


•
Maintain consistent branding


•
Develop printed materials such as invitations and    programs


•
General guidelines for invitations


•
Assembling the invitation


•
Reply card components


•
Save the date notices


•
Commencement programs


•
Create website announcements and news releases


•
Coordinate photography and videography


•
Disseminate printed materials


•
Notify the media

Administrative staff


•
Create planning team


•
Determine audience including elected officials, system, 

agency and A&M System members.

•
Determine if event warrants a Risk Management consultation

•
Coordinate logistics such as: security, catering, photographer, videographer, floral arrangements, site preparation etc.

Budget Staff


•
Determine scale of the event to develop budget


•
Obtain appropriate approvals for budget


•
Monitor expenditures


•
Reconcile expenses

Event planning and protocol liaisons

•
Communicate with internal leadership hosting the event

•
Coordinate with communicators, creative services, administrative and budget staff

•
Advise on ceremonial gestures – (culminating activities in which the stage party members participate such as cutting the ribbon, balloon drop, turning the soil, etc.)


•
Provide protocol for printed materials


•
Develop minute-by-minute timeline


•
Create planning team contact card

c) Explain the value of team work at events

Answer:

Team work enhances creativity: People have different opinions

and experiences, so when they come together for the same

purpose, more ideas get generated. 

It  also improves job satisfaction as the entire team is working

towards a common aim which therefore creates a sense of unity 

within a team and helps everyone feel more settled and 

confident in their role. 

Aside from these, teamwork also offers a support network:

Working with others means you’re not alone. Whenever you 

have a question or problem, there will be other people around to 

help you out. 

It also provides access to stronger skills set: We all have our 

individual strengths and weaknesses. By working in teams, we 

can take advantage of a much wider skills set. If you’re a pro at 

sourcing the perfect venue and your colleague is great at 

managing a budget, working together means that you both 

benefit from teamwork.

Lastly, teamwork increases productivity: Events professionals 

are used to working to a tight schedule. But, with teamwork, 

tasks can be done at the same time by different people. By 

working together, you can achieve much more in the same time.

