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Assessment 1

1. Short Questions (10 marks):

i. Explain the duties and responsibilities of an Event planner/coordinator.
There are a number of skills required and tasks needing to be completed to enable an Event Planner/Coordinator to carry out their duties and responsibilities.  Although the duties and responsibilities of an Event Planner/Coordinator will vary slightly for each event, according to the Overview of Event Management Handout (2014), skills required include budget management, staff management, marketing, and decision making.  This suggests that it is the Event Planner’s responsibility to carry out or at least oversee these things.  According to the Overview of Event Management Handout (2014), the duties involve conducting research, sourcing the right venue and making sure it is fit for purpose, making sure everyone is in the right place at the right time (including event staff and attendees), and supervising the site during the event.
Job descriptions outlined on the Total Jobs website (2014) commonly state that responsibilities for an Event Planner include developing and maintaining relationships, being able to provide administrative support, for example for budgeting, sourcing and liaising with venues and producing, circulating and reviewing feedback surveys.  The skills outlined involve written and communication skills, negotiation, being well organised, being able to prioritise with good time management and attention to detail (Total Jobs website, 2014).


ii. Outline the main tasks involved in event planning.
An Event Planner/Coordinator organises every aspect of an event from the pre-planning, the smooth running of the event itself and also the evaluation after the event has taken place.  The Overview of Event Management Handout (2014) provides examples of the main tasks involved in event planning, including research and event design, sourcing a venue, catering, decorations, transportation, arranging and communicating with attendees such as sending invitations, and arranging any accommodation requirements, staffing the events, as well supervising on the day and then the evaluation after the event.


iii. What are the 5 W’s in Event Creation and what is their importance when planning an event?
The Overview of Event Management Handout (2014) states that the 5 W’s in Event Creation are:
· Why – “This is the first and most important question that must be asked” (Overview of Event Management Handout, 2014, p.5).  The Event Planner needs to know why the event is taking place in order to be able to meet the client’s needs.  None of the other W’s can be addressed without this information.
· Who – It is important to know “who do we want to come to the event?” (Overview of Event Management Handout, 2014, p.5) as it is a way of ensuring that the Event Planner knows the audience the event is targeting and this in turn will inform them of where to aim marketing and promotions (Overview of Event Management Handout, 2014).
· When – Strong considerations for when the event is taking place is whether it is an indoor or outdoor event and who the target audience is (Overview of Event Management Handout, 2014).  According to the Overview of Event Management Handout (2014), it is also important to avoid clashes with other key events in the area.  When the event is taking place is a significant factor to make sure the target audience is available to attend and therefore help to ensure the success of the event.
· Where – The Overview of Event Management Handout (2014, p.6) states that “the venue should not only accommodate the needs of the event it should give it a unique character and atmosphere as well”.  Key considerations for where the event will take place include cost, availability, parking, transport and facilities (Overview of Event Management Handout, 2014).  As with the ‘when’, it is important to make sure the location is suitable for the target audience but also that the venue creates the right look and feel of the event, again contributing to its success.
· What – According to the Overview of Event Management Handout (2014), the ‘what’ refers to the concept or ideas that best serve the purpose of the event.  This is important for creating the right atmosphere and environment for the event and its customers.  The Overview of Event Management Handout (2014) suggests that this can be done through a “collective ‘brainstorming’ session”, which is also an opportunity to bring people together and encourage team-working between the event staff, which in turn will allow for the smooth running of an event.

The consideration of all 5 W’s is crucial when event planning, as only when they have all been considered will the event be able to run smoothly.


iv. How should an event planner evaluate a venue to make sure that it best serves the event’s requirements?
There are a number of things that need to be considered and addressed to evaluate a venue.  According to the Overview of Event Management Handout (2014), a venue should be evaluated by: asking about the amenities, viewing the facilities, enquiring about audio/visual and equipment, exploring all catering options, and documenting the budget.  Salter and Langford-Wood (1999, p.25) state that visiting the venue is an essential part of the planning process.  The considerations Salter and Langford-Wood (1999, p.25) suggest when evaluating a venue include looking at the staffing, accommodation, furnishings, how appropriate the venue is, the ease of movement between rooms, ventilation, the availability of smaller meeting rooms if splitting up the group, rules on the position of banners and posters, if the venue is shared between organisations, and the use of telephones (Salter and Langford-Wood,1999, p.25).


v. When arranging for a refreshment break for a group of 1,000 people, an event planner should allow:
a) 30 minutes
b) 60 minutes
c) 30-45 minutes
A minimum of 30 minutes for up to 1,000 people (anything over 1,000 would be 30-45 minutes) (Overview of Event Management Handout, 2014).


2. ‘An event planner is a person with appropriate skills for making timely decisions’.  Discuss. (6 marks)
Event Planners’ roles are varied and it is crucial the job is done well in order to successfully plan an event.  There can be arguments for and against the statement that an Event Planner ‘is a person with appropriate skills for making timely decisions’ and this discussion is outlined below.
The Overview of Event Management Handout (2014, p.3) states that “planners possess a unique combination of skills that enhance their professional success”.  There are numerous skills that a successful Event Planner possesses, including time management, problem solving and decision making (Overview of Event Management Handout, 2014).  All of these skills will be required in making timely decisions and are crucial as part of the pre-planning and at the event itself.
Job descriptions outlined on the Total Jobs website (2014) state prioritising and time management as key skills employers look for in an Event Planner, as well as researching and booking of venues, catering and sponsors, demonstrating that an Event Planner requires appropriate skills for making timely decisions.
Event Planners’ tasks include researching of the event requirements, sourcing a venue, catering, decorations, transportation, arranging and communicating with attendees such as sending invitations and arranging any accommodation requirements, staffing the events, as well supervising on the day and then evaluation after the event (Overview of Event Management Handout, 2014).  All aspects of these tasks will involve decision making and need to be completed in a timely manner in order to produce a successfully managed event.  They will require tasks completed in a particular order as well as multi-tasking where required.
All of these points suggest that Event Planners are people with the appropriate skills to make timely decisions. However, there is also evidence to suggest this statement has downfalls.  As an example, although it is evident that making timely decisions is a key skill, there are many other skills required to be a successful Event Planner, such as communication skills, computer literacy, calm under pressure, budget and staff management, and understanding external factors such as government programmes and demographic information (Overview of Event Management Handout, 2014).  Therefore, being able to make timely decisions alone is not enough to be a successful Event Planner.  
[bookmark: _GoBack]Depending on the size and type of event, it is possible that Event Planners cannot plan and run an event alone and need the support of a team to be successful.  Shone (2001) suggests that there may be an Event Planner with others to help or the Event Planner may be part of a committee but summarises by stating that “a group of people will be involved” (Shone, 2001, p.82).  Therefore the decision making may be the responsibility of the team/committee or a specific specialist within the committee and not always the sole responsibility of the Event Planner.
In summary, having the appropriate skills to make timely decisions is key to being a good Event Planner but there are many other skills necessary to be able to run a success event.


3. Write a short note on “the benefits of successful and safe events”. 
(6 marks)
There are many advantages to the consumers, clients and event organiser to planning and implementing a successful and safe event.
According to the Overview of Event Management Handout (2014), having everyone involved in the event moving through the venue in an efficient way means that the event will be more enjoyable.  This acknowledges the importance of the evaluation of the venue, as this will help to reduce this risk.
The Overview of Event Management Handout (2014) also states that crowd management will lead to successful and safe events through limited assault or property damage incidents.  This will “reduce the costs of security, cleaning and repairs” (Overview of Event Management Handout, 2014, p.15).
It is important to be prepared and respond quickly to “unplanned incidents” (Overview of Event Management Handout, 2014, p.15) as this creates a “secure environment for consumers” (Overview of Event Management Handout, 2014, p.15).
As well as these points, the Overview of Event Management Handout (2014) states that by reducing accidents and injuries at the event “significantly reduces the risk of public liability claims and subsequent first aid and insurance costs” (Overview of Event Management Handout, 2014, p.15).
Although the points discussed are all significant for the event itself, for the long term, successful and safely managed events allow for “long term sustainability from the widespread support of consumers, staff and the local community” (Overview of Event Management Handout, 2014, p.15) as well as “increased opportunities for long term sponsorship” (Overview of Event Management Handout, 2014, p.15).
All of the above can be achieved through the “comprehensive planning and the completion of an Event Management Plan” (Overview of Event Management Handout, 2014, p.14), which will allow for the points discussed to be planned and prepared for in advance of the event.


Case Study:

Adam is an event planner and deals particularly in the area of special party celebrations. He received a call from a potential client, who wants the service. Their meeting has been scheduled for the next week. If Adam gets this project, what do you think would be the sequence of working procedures? (Please rewrite the followings in the correct order) (8 marks)

a) Acquisition of permits
b) Food and catering arrangements 
c) Monitoring the event 
d) Decorating 
e) Budgeting 
f) Carefully interviewing client to establish his goals, objectives and budget

The order an Event Planner may complete these working procedures are:
f) Carefully interviewing client to establish his goals, objectives and budget
e) Budgeting 
a) Acquisition of permits
b) Food and catering arrangements
d) Decorating 
c) Monitoring the event 

Prior to any of Adam’s pre-planning taking place, the first step would be to establish what the client wants, which would put this at the top of Adam’s working procedures.  Adam will need information about goals, objectives and budgets in order to make the right decisions about how best to plan the event.  After interviewing the client, but before any progress, budgeting needs to have taken place to know where the money can be spent and how much is available.  This will impact on the choice of venue, staffing, marketing, accommodation, entertainment and other key factors in the event planning.  Following this, Adam would look into the acquisition of the permits, as these may take some time to come through and could also determine the progress of the event.  After arranging the permits, catering will need to researched and booked as the caterers will need time to order and arrange the agreed requirements.  Leading up to the event, the decorating of the venue will need to take place, although this is likely to be close to the event itself.  Monitoring of the event will take place at the event itself and occur on the day.
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