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Marking Criteria:
 We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate. 
	1 – I – Key steps involved in Human Resource Management for an event include: identifying the tasks necessary to deliver the event and the number of jobs those tasks will require, determining the skills necessary to complete those jobs and the number of people needed, identifying sources of labor and create awareness for volunteer participation, selecting the right people for the job using a selection process and provide adequate training for those people, and ensure that the volunteers are effectively integrated in the overall management of the event and that their efforts are acknowledged and rewarded.

1 – II – Contacting volunteers for an event might be done in a number of ways, including: creating an offer in a volunteer website (for example: http://volunteerteam.london.gov.uk/), approaching key event stakeholders and local volunteer organizations, announcing the opportunity at universities, searching senior citizens centers or community centers were volunteers already work and might be interested in participating in the event as well.

1 – III – The Human Resource Plan contains information such as: human resource category, number of staff needed, when they are need and for how long, the skills necessary to complete their tasks and the level of importance of those skills, specific training requirements, and costs speculation.

1 – IV – Rewarding volunteers at the end of an event is important because it shows that their efforts are acknowledged and appreciated, this in turn will result in volunteers being motivated to return for a next event, it will increase motivation to do a good job, it will create an image that the organization of the event cares about their volunteers and this will attract more volunteers. This rewards may take the form of thank you gifts and free tickets, opportunities to meet with celebrities or relevant people of their community, better job placement in a next event, recognition of their efforts in the community through advertisement in local newspapers, or by providing training to further develop their skills. 


1 – V – The event management team structure for a community festival could be illustrated as follows:
1. Client
2. Event Planner
3. Event Coordinator
a. Program Coordinator
b. Venue Coordinator
c. Equipment Coordinator
d. Marketing Coordinator
e. Human Resources Coordinator
f. Operations Coordinator
g. Food & Beverage Coordinator
h. Finance Coordinator
i. Entertainment Coordinator
j. Administration Coordinator
4. Staff
a. Security Staff
b. Equipment Technicians
c. Paid workers
d. Volunteers

In this illustration the human resources coordinator would be responsible for contacting and recruiting the paid staff and volunteers and the operations coordinator would be responsible for organizing and supervising all staff.

2 – The roles of those managing the events includes: Human Resources Coordinator responsible for the staff recruitment, this function is responsible for ensuring that the right people for the job is selected by identifying what tasks are necessary to complete, the necessary skill set require to complete them, and where can this skilled labor be found in order to recruit them. And Stewards responsible for carrying out operations before, during, and after the event. In order for operations to proceed without incidents, there must be established a chain of command among stewards. This includes Senior Stewards and supervisors who would be responsible for ensuring that the stewards complete their tasks properly and promptly, and would report to the Chief Steward. The responsibilities of the stewards include carrying out pre-event safety checks, assisting audience with information, ensure flow of people by controlling and direct them, prevention of overcrowding, promote safe operation during the event, investigate disturbances, and being familiar with emergency procedures and respond to emergencies accordingly.

3 – The success of any plan depends on how well it is executed. In order for an event to be successful every aspect must be perfectly planned, however, it doesn’t matter the level of planning if what is planned fails to be executed. For example, a football team, even if the coach creates the best tactics, if the players are not able to perform them, the tactics become useless and the team will eventually lose. To execute an event many different tasks are necessary to be completed, and they must be completed with efficiency and in the right time to ensure that the event runs smoothly, therefore, the event must have the right people with the right mix of skills at the right time. And this many people with different skills must complement each other, just like in the football team, if all the players were “midfielders” the potential of the team would be very limited, therefore, it is necessary to have a range of skills available for each different task that will contribute for the success of the team as a whole.


ACTIVITY:

A – In order to organize a community festival the following teams would be necessary: organizing committee, marketing/public relations team, finance team, human resources team, operations committee, entertainment committee, food and beverage committee, decoration committee, and security committee. 

B – The function of each team would include:
Organizing Committee: Develop theme, create timeline of the event, secure permits, and liaise with every department to ensure everything is going as planned.
Marketing/PR: Promote the event.
Finance Team: Develop budget, ensure execution of the budget, and find sponsorship for the event.
Operations Committee: Ensure installation and proper handling of equipment, and coordinate staff during event.
Entertainment Committee: Find entertainment for the event and secure contracts.
Food and Beverage Committee: Find F&B businesses interested in having a booth during the event and secure contracts.
Decorations Committee: Coordinate decorations of venue and booths according to the theme.
Security Committee: Coordinate with authorities, develop emergency plans, and train staff of emergency procedures.

[bookmark: _GoBack]C – The difference between a group and a team is that the group works with individual goals in mind while a team works towards a common goal, and working towards the same goal is absolutely necessary when organizing an event. Organizing an event involves a lot of moving parts (different committees, different aspects of the event, etc.), and all this parts must work together in order for the overall “machine” to work. Team work is extremely important when organizing and executing an event because everyone must be aware of what their part is in the process and who it relates what the other are doing, as well as the need for a “team spirit” that motivates everyone to work together towards their goals.
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