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Event Management 
 Unit- 1 Assessment

1) Explain the duties and responsibilities of an event planner / coordinator.

                                                                                                                                                                                                                                                           The responsibilities an event manger undertakes are varied and underpin his responsibilities to the client, and to the success of the event or festival which could be for a charity or for a specific cause to highlight social indifference or to address a national issue. The event manager must always be aware of the evolving sphere of expectation which is building around him and the event team, especially the allocation of the budget and the scheduling of all phases of the event and the people involved in directing the different phases of the event. . As well as the event managers responsibilities he or she must be also be aware of the duties he or she will have to deal with, i.e.  detail- oriented, ability to work to deadlines , organized, full of energy both physical and mentally, flexible with a good sense of humour, to organising the different budget requirements, to the motivation and evaluation of staff, technical and logistics management, marketing and communication strategy, understanding of current government regulations, the theme and design of the event with regards to the clients remit for the event, public relations, develop marketing campaigns to bring in further  finances, balance the project finances, all duties and responsibilities of the event planner or coordinator to bring an event to a successful conclusion.

2) Outline the main tasks involved in event planning.
a) Undertaking and researching of all activates involved in the preparation of the event.
               b) Create a unique design and concept for the venue.
c) Evaluating a prospective venue or site.
d) Transportation to and from the event.
e) Coordinating and supervising staff.
f) Accommodation if it is required.
g) All catering requirements.
h) Security requirements and deployments
i) Evaluation of the event

       3)  What are the 5 “W,s” and what are their importance.
               i) Reason for event. 
               ii) Target Audience.
               iii) Month, Date and Time of event.
               iv) Most suitable venue or site 
               v) Design concept that will best serve the purpose of the event

 The 5 W,s are very import to any event that needs to be organised, they provide the background and the basic                        premise for any successfully event or festival. As they are listed to hold an event you need a reason, a subject that can be promoted either a charity or festival ,with this in mind you need to keep in the forefront your audience for the event their diversity ,age, gender, a specific company or corporation. Then we have to take advantage of the most promising date and time to maximise exposure and possible revenue from the setting of the event, then to the venue or site itself, has to be easily accessible, good transport hubs for all logistics support, will the venue meet the target numbers of the audience attending and the health and safety conditions that will apply to the event. We then come to the design and theme and concept of the event, what do we wish to convey to our audience, all in all a blue print for a successful event or festival.

4) How should a event planner evaluate a venue to make sure it best serves the requirement.

Once you have agreed on a venue, it has to be evaluated to confirm that it fits the requirements of the event or festival. This can be broken down to a few key elements  
a) The venue itself :
 Is the area suitable for the event to be staged, if inside is the ceiling height sufficient, fire escapes, signage, stairwells.
b) The Environment :  
Is the venue appealing to all the participants expected, must be well maintained and clean, consideration must be paid to lighting and ventilation( inside or out )appropriate break out areas must be available, if outside drainage and weather may be an issue.
c)    Facilities:   
Office space with access to phone, fax, and internet services, Access to a public address system an advantaged kitchen and food serving areas availability, changing areas and adequate access to shower rooms and toilets for guests and performers, car and bus parks 
d) Position: 
Access to a public transport hub, ease off access and distance of travel for guest and customers to attend venue, sufficient accommodation to meet demand, proximity to local shops if needed
e) Cost:
The cost of the venue needs to be within the realistic limitations of the event budget.

5)   An event planner is a person with appropriate skills for making timely decisions

The event manager or coordinator is effectively a project manager, with a given set of goals to achieve within a defined schedule and the main person who will assign the different tasks to the team below him / her. Within this frame work the event manager must also have the vision and the determination to delegate authority to the different professional roles and to make the important decisions that could affect the planning and execution of the event in a multi – dimensional profession that needs to be carefully controlled, without these constant reminders an event manager / coordinator could lose sight of the operational goal.
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