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                                         Communication and customer service 
1. 
I. 
Range of communication methods used by personal at a Event and leading up to the Event include  
A)Verbal- this would be talking face to face with staff and customers of your event wether it is giving an order or trying to sort out a customer problem  
B)Non-Verbal- 
 
C)Written-written communication is used in every area of your event from planning stage to letting people know how the event will be run right through to how the clean up will be and a post event report it is very important! 
D)Electric- This is also important and includes things like walkie talkies to communicate at a large event to electric bulletin boards or score boards so your customers are kept upto date. 
II. 
2 potential barriers to communication at your Event could be..  
Noise, This can hinder your workers from hearing communications clearly through the walkies talkies a way to fix this problem is make sure your staff have full ear-defending headsets. 
Mis-communication, people not trained well or people who don’t follow all the key support documentation can cause lots of problems especially if you have a major incident the only clear way to fix this problem is to ensure everyone is well trained and has full understanding of there roles. 
III. 
The difference between inter-professional communication and public information and communication is the first one is the communication between the people who are hosting, creating and working the event, the second one is the communication between organisers and workers with he customers/guests at the event. 
 
 
 
IV. 
Customer service is exactly what it describes it is the service you provide, it covers a wide range of area's depending on what event you are doing but ultimatly your goal as event co-ordinator is to please your customers/clients/guests this can only be achieved by listening and then executing exactly what you have been asked in a professional manner and over coming any problems as quickly as you can. 
 
V. 
Good customer service is essential for every event as it directly effects wether your event is classed as a success and you have achieved the overall goal, your reputation of yourself and also any future events you may be hosting, your customers HAVE to be happy at the end of your event! Poor customer service will have a massive impact on your chances of gaining future work or any future events being a success.   
 
 
VI. 
A potential problem one of your customers at your event may have is a lost bag this is very common and can be overcome by 
*contacting staff to see if it has been handing in by another customer  
*establish what is in the bag and what is most important 
*help your customer to contact anyone who could help with spare car, house keys or money 
*report the loss to police and also cancel any bank cards 
*make sure your customer is able to get home and is safe  
  
VII 
An event planner must have a range of customer service skills 
Good Listener-listening to your customer so you can do exactly what they want you to do  
Problem solver- seeing a problem and coming up with a sensible solution  
Approachable and engaging- you must be easy to talk to but also put across your thoughts and ideas in a way that is easy to understand  
Calm-you must be able to remain calm under pressure and make quick decisions that show your customer that’s you understand them and you will try your best. 
Organised- you need to be extreamly organised this is the only way to have a successful smooth running event 
VIII  
Special facilities that should be provided for people with special needs such as difficulty walking , mobility problems and impaired vision and hearing should include easy access to your venue through ramps and viewing area's. You will also need to consider a  means of escape should a incident happen, large signs and being able to accomodate guide dogs can help the visually impaired still enjoy your event. 
 
2. 
Radio communication- Radio's are one of the main ways to communicate during an event they are easy to use and are perfect for many people to stay in contact especially if an emergency arises.  
Telephone equipment- Telephone lines are also a quick and easy way to communicate during an event, mobile phones can be used for this aswell except in the case of a direct link to emergency services this should be a landline only. 
CCTV-CCTV is perfect for the safety and security aspect of your event, It can be looked back on should an incident occur to pinpoint or identify those involved but also it can be used by an operator to keep an eye on a very large crowd to hopefully prevent any surges, sways or public disorder. 
Alarms- Alarms are only used to alert people of an incident they do not offer any information about the incident in hand, in the event a fire alarm went off the sound would alert people to a fire and there should be adequat information around your venue as to what to do upon hearing it. 
PA systems-PA system is used to talk directly to your audience it is used to announce useful information the PA announcer should have good direct links to the main control points and also a good view of your venue, a mobile PA system is an important tool to communicate with people outside of your venue. 
Screens,Scoreboards- Screens and scoreboards are used to convey useful information to your customers without interrupting the acts, they are also useful to get a message across to those people who are hearing impaired who might not hear your PA announcements. 
Loud Hailers- Loud Hailers are used as a back up should your PA system fails they should be placed at points in the venue that can be easily accessed by trained staff, they are usually used by police and stewards.
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