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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. 
	Please insert your completed assignment ( in word format)  here:
The duties and responsibilities of event planner or coordinator include 

Ability to work in a team with group activities or to work independently with good analytical capacity. Good organisational skills, communication and time management skills. Able to pay attention to details, has good understanding of government policies, rules and social economic issues. Ability to work under pressure, problem solving and has computer literacy and understands marketing strategies.

· Ability to undertake appropriate research activities to select and invite the best speaker and performers who will attend the event and preplanning the number of attendees,  gender, age groups and specific requirements of audience
· Create a design that is unique to and pertain to the particular event, designing cards that are unique to the particular event and distribute the cards. Create a list of , seating arrangements, number of staffs who will be attending, assignment of individual task to staff members and scheduling time for every activity.
· Selecting an ideal site and venue for the event that is accessible and transportation to and from the site of event is comfortable to everyone who attend the event and obtain written permission for conducting event in venue selected
· Arrange  food and drink requirements suited to the audience and determine budget management
· It is essential to brainstorm before planning the main concept or idea of the event
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