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 Q.1. Short Questions

i. Identify the key steps involved in human resource management for an
    event?

The following are the key steps involved in human resource management for an event.

1. Identifying the tasks required to achieve the objectives of the event. 
2. Determining the number of jobs such tasks will require
3. Determining the number of sub- committees such tasks will require
4. Identify what skills are required to do the job or participate in the sub-committees
5. Determining the number of people required in each category of jobs and sub-committees to deliver the event.
6. Establish where to source the people needed to deliver the event
7. Undertaking measures to create awareness of and interest in volunteer
            participation in your event
8. Determine a selection process of people that applied to volunteer to ensure the right people in the right jobs or sub-committees are recruited
9. Train volunteers and sub-committee members so that they can perform the tasks required
10.  Seeking to create a sense of event ‘ownership’ by the volunteers
11.  Establish a mechanism and  a checklist to ensure volunteers are effectively integrated into the overall management of the event
12.  Ensure volunteers are acknowledged and rewarded for their efforts

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

I would use a mix of approaches and sources to contact volunteers required for the event and these include learning institutions such as Colleges, Universities, religious groups, Community based or faith based organizations.  I would also contact them from the local labour office where people who are out of employment have registered for temporal or voluntary work. other places are local councils, senior citizen center, local chamber and community centers would be   


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

The human resource plan must contain the following information.

1. The number of staff required.
2. Human resource category
3. What level of proficiency
4. Costing information and assumptions.
5. When the staff are needed and for how long.
6. Any special skills required
7. Any special, needs required
8. Training requirements; on new and emerging technologies if they will be applied in the event. Training to include partners and stakeholders and the planner must be sensitive to organization confidential matters.
9. Office and materiel requirements
10. Plans for team-building activities for partners and stakeholders be sensitive to confidential matters,
11. What compensation and other motivation for volunteers and staff.

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

It is important to reward volunteers because it is a motivating factor to them and create ownership of the organization. It is also important to attract them back when you need them. If rewarded by training, they would be competent enough to effectively participate in future events

Some ways of rewarding volunteers can include: 

1. Letter of appreciation, 
2. Certificate of participation,
3. Transport reimbursement, 
4. End of event parties, 
5. Gifts such as branded t-shirts, Caps and wrapping materials for women if in Africa,
6. Tickets for free entry to future events
7. Opportunities to meet with VIPs
8. Publication of thank-you message and a list of names in local news paper
9. Training in new skills
10. Enlist for future engagement

v. Describe the management structure for one of the following events:

Management structure of community festival

Below is the management structure of the festival begins with defining the team structure which can help improve the performance of the team involved in managing the community festival.

1.The Event Manager: The overall coordinator for the community festival


2.0 Chief Steward: Reports to the Event Manager, supervises senior supervisors and  also coordinates safety and health issues


3.Senior  Supervisors: Reports to the Chief Steward: Ensures that supervisors do their work accordingly.


4.0 Supervisors: Reports to senior supervisor. Supervises stewards

4.0 Stewards: Reports to the Supervisor, give information to attendees.



Q.2 Outline the roles and responsibilities of those managing the event. (6)

The following are categories of staff and roles and responsibilities in managing the event


1.0 The Event Manager

· Define project teams and the roles and responsibilities of the team members.
·  Recruits appropriate staff after defining activity descriptions and skills required to effectively run the festival. 
· Organizes training and defining compensation for staff.
·  Overall coordinator for the festival

2.0 Chief Steward

· He/She reports to the Event Manager
· He/She  oversees a number of supervisors, 6 to 10, who report directly to him or her. 
· He/She is responsible for the effective management of all stewarding contractors at the event.
· He/She coordinates safety issues in small community festivals. He has a written description of his/her job. He is trained and he is provided with a plan showing key features.
· Ensures that stewards receive a written statement of their duties, a checklist and a plan showing key features.  
· His/Her responsibilities include briefing stewards before the event, particularly about communicating with supervisors and others in the event of a major incident

3.0 Senior Supervisors

· Reports to Chief steward
· Ensures that supervisors do their work accordingly
· Ensures that supervisors are individually identifiable.


4.0 Supervisors

· Reports to senior supervisor
· Supervises 6 to 10 stewards
· Ensure that stewards do their work accordingly.

4.0 Stewards
 
· Reports to the supervisor.
· Respond to health and safety issues including those with
Special needs and children)
· Give information about the available facilities including first aid, toilet, water, welfare and facilities for people
· Controlling or directing the audience who are entering or leaving
· the event
· Investigating any disturbances or incidents;
· Ensuring that combustible refuse does not accumulate


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. (6)


Finding the right people, with appropriate skills, available when needed for the right duration, within planned costs can be a daunting and time-consuming challenge. First you need to define skills and activity descriptions that you need and that can be used by recruiters to obtain staff from appropriate sourcing organizations. This requires a lot of effort as potential recruits with the right skill may not be available. It could be helpful to keep a register and contact details of former volunteers who may be contacted whenever you need them.
Using competent and experienced staff is cost effective and guarantees quality of service.

You need volunteers who can devout all the agreed time, as premature withdrawals can disrupt the festival. So it is important to ensure that the recruitment exercise and commitments are made much earlier to ensure that volunteers have reserved time for the occasion. 
However, if all is done well it is satisfying.


Activity (8)
You are to organize 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 organize the teams.
Based on the above case:

a) List teams involved in the event
1. Leadership team
2. Logistic team
3. Marketing team
4. Health and safety
5. Entertainment  team



b ) The following are the functions of the team

1. Leadership Team 

The team is identifying skills required for the event and setting up teams or committees to help manage the event.
They are also responsible for conflict resolution among staff. They approve contracts and out sourcing of supplies. It is the main coordinating body of the event.

2. Logistic team

The team determines the theme; is involved in sourcing for funds and management of donations and equipment, It is also involved in fundraising.

3. Marketing committee

This team is responsible for building a fovourable impression for the festival and advertising the event. Its role includes printing and management of promotional materials
4. Health and safety

This team determines security contracts and liaises with local police in provision of security to the event and its patrons.
It is responsible of waste management and provision of first aid services.

5. Entertainment team

Determines the kind of entertainment to be provided and determines entertainment contracts and work with sound and audiovisual technicians.

b)  The value of team work at events 

Team members usually have a common purpose that helps accomplish set  goals an milestones to accomplish their purpose on time. 
Synergy comes from the different skills, experience and strengths of the
team members; they learn from each other and improve their efficiency. They also perceive change as a desirable opportunity. 
Teams with
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