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Question 1
i. A potential target audience for 

a) Sporting Event
Golf club members, leisure club members or tennis club members would be excellent examples of target audiences for a potential sporting event.  It would of course depend on what type of sporting event you are planning to hold.  It would be good to go for sponsorship with a well-known sporting brand such as Nike if you need sponsorship or have a popular sports celebrity open the event for you if the budget permits.  If the event is a golfing event then your target audience will not be young men but more likely to be older men between 35 – 70 years of age who are members of clubs around the country.  

b) Corporate 
For a potential corporate event such as a tech event your target audience would be young males in tech companies such as Microsoft, Apple, Google and so on.  Again it would very much depend on the type of corporate event you are hosting and this can then help you determine what age group and sector of the corporate industry you would be targeting.  However, young or older, your audience will be in the professional sector.  

c) Leisure
Some examples of different possible leisure events would be picnics, music concerts, organised walks, Easter or Halloween party for children.  If the leisure activity is an Easter Egg Hunt in a public park, then the target audience will be Children and parents, mother toddler groups, crèches, primary schools and teachers.  

ii.  It is important to check to see if there are other events taking place on or very close to your own event because if may cause issues with trying to sell enough tickets for the event, if your event is in direct competition with the other event, then you could lose potential attendees to the other event. IT could also cause issues when looking for performers to attend, hosts or even getting the best location for your event.  Also hotel rooms could be all booked up in the area and transport could become an issue too.  It is best to have the days prior to during and after your event clear of any similar and big events. 

iii. Customer service is the act of looking after the customer in the best possible manner in order to keep the customer satisfied and to thus create and maintain a future working relationship.  You are therefore looking after the customer to see to every need and building a relationship with the customer so that you build a trust between you.  Once the trust is established then the customer is more likely to choose you for future events.  Good customer service ensures that your events will be considered professional and high quality.  Good customer service is also keeping the customer clear at all times of what the services are that you offer.  Finally know your customer.  Understanding the needs of your customer and meeting those needs and even predicting or surpassing those needs is the key to great customer service.  If you make the customer feel that you value them, they will keep on coming back to you. 

iv. The customer service skills required by an Event Planner / Coordinator are as follows:

· Excellent communication skills – keeping everyone informed at all times prior, during and after the event.
· People management skills – Being able to deal with people at all levels and in difficult situations in a professional and adaptable manner
· Customer relationship skills – the ability to build open relationships with customers based on trust and dependability
· Excellent organizational skills and attention to detail – Able to juggle several different things at the same time without letting anything slip through the cracks.  
· Professional and calm at all times
· Excellent problem solver
· Being creative & innovative – coming up with new creative designs for interior decoration, layouts, concepts or themes for different  types of events
· Excellent negotiation skills 
· High energy and motivation 
· Excellent listening skills
· Knowing and understanding why ‘the customer is always right’


Question 2
The importance of the following resources used to promote an event are as follows
a) Time is important because you need an adequate amount of time for your promotion to reach the target audience prior to the event happening.  If the event requires media coverage then you need enough time to book a slot on the radio or television if budget permits.  You also need to give yourself enough time to get enough tickets sold to at least cover the cost of the event prior to it taking place.  If the event is sold out then it gives you time to for example create a second date if it is a concert if the demand is high enough or to issue more tickets should the venue be large enough to cater for higher numbers.  It gives you the spare required to plan everything in advance without having to rush any part of the process.

b) Budget is very important when promoting and event as you need to know what percentage of the budget can be spent on promotion.  If your budget is minimum but you need to reach a large target audience then your strategy would need to be thought through carefully in order to specifically target a higher number of people with fewer promotions.  Such as one radio advert at a peak time of day or facebook post targeting the specific age group that you are after or using an existing tool to sell tickets that offers promotion through their website and has a huge audience in place already.  If the budget is bigger you can afford to spread the promotion around through many different channels such as tv, billboard, radio, social media, posters, mailing and so on.  You could get very creative and get a celebrity on board to promote the event or have a pre-event teaser such as an interview with the performer before the event.  Knowing your promotion budget and sticking to it very important otherwise you could end up not having enough people showing up or loosing revenue instead of making a profit.    

c) Staffing is an extremely important resource for promoting an event.  With the use of Brand Ambassadors, Field managers, models or experienced event staff you can do live marketing, social media integration and capture data during the event.  The staff are there to engage with customers with a view to collecting their contact details.  Their details can be used to contact them at a later stage in order to gather feedback, to inform them of other up-coming events that you are hosting.  Promotional staff can also be used to hand out flyers or leaflets prior to the event and thus engaging directly with the target audience.  

d) Equipment – There are several different types of equipment that can be used to promote an event all of which are very important with helping your event get the attention it needs to be a success. 
a. Pre-Event Promo video – Conveying the value of your event to prospective attendees and can create an excitement around the event.
b. Promotional branded merchandise as giveaways to attendees of your event
c. Having a video camera at the event to take pictures of attendees and make a short recap video to share after the event. 
d. Signs and banners promoting the event around the local area can be very effective
e. Search lighting is another popular way to display branding at an event
f. A promotional tent could also be used for an outdoor event
Question 3 – Short Notes on the use of the following: 
[bookmark: _GoBack]a) Radio communication – Important to communicate with all staff working at the event including security, important also in the event of an emergency situation in order for the team to act quickly.  
b) Telephone equipment – used for any emergency calls such as to emergency services, to call staff who may not be on location, to chase delivery drivers or catering staff, for the guests attending the event
c) CCTV necessary for the safety of the staff and the attendees at an event.  Visible CCTV can put off potential thieves or trouble makers and can be helpful for security to watch out for any serious threat or to locate missing equipment after an event
d) Alarms again very important to help security do their job correctly.  Having alarms fitted in the location will help to avoid any unwanted guests coming in a back or side entrance 
e) PA Systems – Very important part of an event.  The PA system is not only important for the speakers and performers at the event to be heard by everyone attending but also as a way to communicate with the attendees in case of an emergency.
 f) Screens – important for larger audiences to be able to see speakers should the stage be too far away and also important to convey important messages to the attendees of any event. 
g) Score boards to show the attendees of an event what the score is even if they cannot hear the speaker. 
h) Loud hailers can be very useful when conveying messages to a large crowd if there is no PA system in place.  Information shared can be about parking, location of toilets and other facilities, location of food & beverage and opening / closing times, location of emergency exits, to call a person to the stage, call out lost person, inform attendees of a state of emergency, to keep the crowd calm and well informed.

Activity – Wedding
a. The wedding I attended most recently in Ireland was an informal wedding.
b. About 100 people attended the wedding and they were family and friends of the bride and groom.  The close family attended a ceremony in the gardens of an old estate house and the friends were all invited to stay over for the weekend for a two-day event. There were also friends of friends invited and they had several friend musicians playing through-out the two days.  They had a DJ in the basement for dancing and each room in the house had a different ambience.  The majority of the wedding took place outside the grounds at first due to the fantastic weather.  
c. They had caterers on site, musicians, dj, ice-cream van, tarot-card reader, jewelry maker and entertainment for the kids.  They wanted the event to be like a private festival and wanted their friends to feel truly entertained but in a very relaxed atmosphere.  They wanted to be able to celebrate with the guests rather than be sitting apart from them for most of the evening.  
d. Weddings are becoming less formal and more like a party amongst friends.  People are still getting married but they are moving away from the traditional sit down reception in the fussy hotel to a more unique experience with the church ceremony often being replaced by a garden ceremony or a beach location and less sit down meals and more entertainment and finger foods.
e. I think the changes is due to the fact that young people no longer enjoy the traditional wedding.  It doesn’t fit with the style and the fact that a lot of younger people do not have a religion or are mixed religion couples and therefore want a civil ceremony rather than the religious ceremony.  They also want to share the day with those who are most important to them and really be with the people who partake and thus the more informal setting for the guests attending.
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