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1. I. IDENTIFY THE KEY STEPS INVOLVED IN HUMAN RESOURCES MANAGEMENT FOR AN EVENT. 
· There should firstly be a list of jobs and tasks that will be required to run the event successfully. 
· Once this list is there, these tasks should be grouped together and designated to the right skilled people that will ensure they are carried out the best way possible. 
· Knowing what skills to look for in event staff is an important aspect and should be prioritised. 
· While considering these tasks and jobs required to be done, the number of people that are needed complete these tasks need to be determined. 
· Identifying where to source these people according to their availability.
· Marketing strategies should be in place to draw out volunteers that would want to take part in the event. 
· Selection processing of volunteers that sign up and choosing the team to work with would follow. 
· When the team is confirmed, some training may be required to be conducted to ensure that every member knows what is expected of them and are equipped to complete the tasks assigned to them. Distribution of their task checklists can be done at this stage as well. 
· Motivation and team building sessions will be necessary to help the volunteers feel that the success of the event is their responsibility therefore they take ownership of the event which in turn will be a part of running a successful event. 
· All those that choose to volunteer will require to be acknowledged and rewarded for their hard work and dedication. 


II. AS AN EVENT PLANNER YOU REQUIRE SOME VOLUNTEERS FOR YOUR EVENT, HOW WOULD YOU CONTACT OR ARRANGE FOR THEM?
· I would use marketing strategies to draw them out of the local community.
· Approaching universities and colleges that will have students that will benefit from the training and event experience will be a priority. 
· Some service organisations will be able to source volunteers for the event. 
· Community centres and some religious groups would be interested in taking part in certain events so they will be approached for volunteers as well. 
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III. WHICH SORT OF INFORMATION DOES AN HUMAN RESOURCES PLAN CONTAIN?
· The human resources category which the event services falls under.
· The number of staff required. 
· Assumed costs that will be incurred in hiring these services.
· The dates and times when the help will be required. 
· The training and skills empowering required.
· The list of required special skills if required. 


IV. MENTION SOME WAYS OF REWARDING THE VOLUNTEERS AT THE END OF THE EVENT, AND WHY IT IS IMPORTANT TO DO SO. 
· Acknowledging and rewarding volunteers is an important factor to consider when being good relationships and contacts for future help needed for other events.
· This builds a good reputation for the company which will draw out more volunteers in future. 
· This gives the volunteers a reason to do their best in making sure the event is a success. 
· Giving back to the volunteers will help create a good and energetic environment and atmosphere which will spread through to the patrons making the event memorable while reaching event objectives. 
· Giving volunteers free tickets for their friends and family.
· Distributing of certificates.
· Giving them opportunity to meet celebrities and VIPs.
· Creating opportunities for them to create new skills and gain experience through working for at the event.
· Recognition through the media.


V. DESCRIBE THE MANAGEMENT STRUCTURE OF ONE OF THE FOLLOWING EVENTS: 
A SPORTS EVENT OR COMMUNITY FESTIVAL.
A sports event management structure is as follows:
· The client that wants the event run 
· The event director from the event company 
· Event manager who appoints coordinators/ supervisors for the following areas: media (for all sound and vision requirements), marketing, promotions and merchandise, program scheduling and running, officials (all sports teams, referees, umpires, scorers, registrations and kit distribution), hospitality (catering and refreshment stations), entry personnel (ticket stations and venue access), security, onsite medical team, equipment (for all equipment moving in and out of the venue).
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2. OUTLINE THE ROLES AND RESPOSIBILITY FOR THOSE MANAGING THE EVENT.
· Assigning supervisory duties to competent staffers.
· They need to have good leadership qualities that will draw out the best in those they will be managing. 
· Understanding health and safety aspects all those that will be present at the event.
· They will need to conduct pre-event briefings as well as checks to ensure everything is set up accordingly before the start of the event. 
· Making sure that every event staff member has their duties clear and checklists that will help with the managing of these stations throughout the event.
· Coming up with the code of conduct for all event staff members.
· Conducting necessary training sessions for event staff. 
· Dismissing staff when no longer needed. 
· Assigning of resources during crisis management.
· Assessing the performance of the event staff in order to be able to use their services for future events. 
· Dealing with conflicts between staff as well as event attendees that may arise. 
· Developing a good team environment and team management. 
· Rewarding of event staff.


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. 
· Having the right people with the skills required will contribute in the effectiveness of how the event tasks are done. 
· A group of people will be required to do different tasks therefore the mix of skills within the team will ensure that all the jobs are done without having to hire more personnel impacting the cost.
· Having competent staff members that will work with no overtime costs is a factor that will help meet the event budget objectives. 
· Having the right skills at the right time will reduce the need for problems arising that will lead to unnecessary crisis that can be avoided. 


ACTIVITY : SETTING TEAMS FOR A COMMUNITY FESTIVAL
· Marketing: this team will publicise the event and make sure that they draw the community’s interest as this will determine the attendance at the event.  
· Entry: all ticket selling, stamping and security checks at all entry points into the venue. Team work will determine how quickly and safely the patrons flow into the venue.
· Refreshments: this team will be responsible for all the refreshments points and sitting areas making sure that there is caterers have all they need and that the areas are kept clean throughout the festival. 
· Activities: they will make sure that activities and games are done safely and that there is fairness. Marshalling and coordinating activities according to the crowds. 
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· Promotions: the selling of any merchandise to accumulate revenue will be done by this team. 
· Media: all photography and video services will be done by this team to make sure that the attendees have souvenirs to remember the event by. 
· Traffic marshals: this team will make sure that traffic moves in a systematic way and that safety is upheld. 
· Cleaners: these important people will make sure that waste is disposed correctly and that the venue is kept clean throughout the venue and will also help during the retro-fit time. 
· Feedback and surveys: during a community festival, it is an opportunity to hear from the community what their thoughts and needs are and these can be considered for future events. 
· Entertainment: this team will help in the back stage areas and VIP areas to help maintain and serve as marshals


· The value of every group will make the event a success.
· When teams work together, tasks are done more efficiently and will reduce incidents that will become costly. 
· Team work creates a good working environment for all event staff which will enhance the festival mood in the event. 
· Team work also creates relationships which will be beneficial in future for the event company as well as the team individuals. 
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