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                                         Human resource management 
1. 
1. The key steps involved in human resource management are 
* Firstly identifying what are all the tasks needed to put the event on from planning stage to clean up after the event. 
*Decide what Jobs will need skilled individuals/teams to complete ie lighting, stage building it may be that all the jobs on the event can be easily done by unskilled workers  
*Staff numbers are key to the event, to many staff could see you go over budget on the other hand to little staff could ruin your event 
*sourcing of staff for your event from the relavent companies or advertising for volunteers  
*making sure that word of your event reaches the people you think would be interested in volunteering  
*you must always pick the right people with the right skills or interests for thr jobs you have on offer  
*Staff training is vital to the success of your event, giving staff the knowledge to do the job to the best of there ability is what will be the difference between an event that is a success and one that has failed 
*get your volunteers involved and reward them for there hard work and effort they put into your event  
    
                 
             
   II. 
There are a number of ways to contact or reach out to volunteers for your event, you could take an advert out in the local paper, also social media is a great way to let people know about your event. Contacting local community centers or clubs in your area, in the event that your event was a concert of some type you could contact local Bars and pubs that play the type of music you will have at your event. 
 
 
III. 
A human resource plan should contain 
*number of staff needed for your event  
*an assumption of what your costs are going to be  
*a timetable of the staff who are needed, when they are needed and for how long  
*what jobs if any at your events need someone who is skilled  
*what jobs or people at your event need a special type of training or any training at all 
 
IV. 
It is important to reward volunteers at the end of your event as it shows the volunteer you have appreiciated the help and time they have given you. This is likely to see them volunteer for you again at any future events you may be involved with, there are few ways to reward them.. 
*a personal letter or note of thanks 
*free tickets to an event  
*thank you gift 
*wrap party or night out 
*giving them more responsibility in a role at your next event 
 
V. 
Event co-ordinator would be the overall person in charge of the event that person would then have a team of people in charge of sub area's and personal these would include  
*venue co-ordinator  
*Officials co-ordinator  
*Hospitality co-ordinator  
*Equipment co-ordinator  
*Promotion co-ordinator   
*Merchandising co-ordinator  
*Program co-ordinator   
 
2.  
The roles and responsibilities of those in charge would include 
Event co-ordinator in charge of making sure all the pieces of the the event come together  
*venue co-ordinator in charge of finding venue and bookings 
*Officials co-ordinator in charge of hiring and appointing of games/events to them 
*Hospitality co-ordinator in charge of food and beverages and relevant licences 
*Equipment co-ordinator in charge of lighting sound and stage equipment 
*Promotion co-ordinator in charge of contacting the media, sale of tickets, advertising 
*Merchandising co-ordinator in charge of development and design of merchandise and also sale 
*Program co-ordinator in charge of the entry of participents, program of events, ceremonies 
 
 
 
 
 
 
 
 
 
3. 
The event manager must ensure that he has the right people with the right skills at the right time and place and costs to meet objectivity of the event, this is to ensure the smooth planning, set up, running and overall feel of the event this all leads to the people involved with the event enjoying themselves especially the paying guests.Having the right people in the correct roles also minimises the chance of mistakes being made and subsequently rectified at a cost from the overall budget. 
 
ACTIVITY 
A) the teams I would have involved with the community festival would be... 
Promotions 
Theme and Decoration 
Venue and bookings 
Hospitality 
Security and safety 
Equipment  
Clean up  
 
B) The function of each team involved would be 
*Promotions- Advertising, contacting the media, flyer and poster distribution, recruiting sponsers 
*Theme and Decoration- coming up with the overall theme of the event and decoration including the purchasing or making of decorations and decorating on the day. 
*Venue, Bookings and program - finding the perfect venue for the festival and also booking any acts or entertainment for the day, obtaining any noise/music licences, creating a program of events  
*Hospitality- food and beverages and also the completion of any forms for alcohol/food licences 
*Security and safety- attending  the venue beforehand  and completing any safety checks needed, making sure there are first aiders and stewards available on the day  
*Equipment- installation of any sound, lighting and staging equipment for the entertainment  
*Clean up- clean up during and after the event  
 
C) The value of team work at an event is absolutely paramount to the success of the event, if each team works well and completes there given tasks to a high standard this can only enhance how well the event is planned, set up, run and also cleaned up afterwards. Each team also has to work well with other teams because each part of the event is connected.
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