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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:

Explain the duties and responsibilities of an event planner/ coordinator:

There are many responsibilities for a successful event planner/ coordinator i will put the expectations into bullet points.

*The event planner must have the ability to work in a team as well as on their own

*They must have good interpersonal and social skills when approaching clients and service providers

*The ability to visualize, articulate, conceptualize or solve uncomplicated problems by making decisions that are sensible given the available information- Analytical ability

*Good communication skills when liaising with all elements of any event.

*High organizational skills ensures a smooth pleasurable event

*Good time management- keeping appointments and meeting potential clients, venues etc

*Ability to work to deadlines- with each event having sections deadlines should be applied for each one.

*A good attention to details- this will give the client a excellent overall event experience where they  will feel all areas have been considered.

*Understanding of government regulations, licenses, political and economic issues.

*High computer literacy e.g.: understanding Microsoft office applications.

*Understanding of project management software.

*Confident negotiating skills to ensure prices are kept as close in line to the client’s budget as possible.

*The ability to deal with pressure situations confidently

*Great problem solving skills with the mindset of expect the unexpected and being able to calmly correct any problems that may arise.

The main tasks involved in event planning

*Researching activities e.g.: finances, commercial support, registration forms, location

*Creating a unique design for the event ensuring your event stands out from any other.

*Catering arrangements- either in house catering undertaking tasting tests or sourcing outside caterers.

*Make arrangements for transportation this in all aspects i.e.: guests, transporting food and equipment

*Creating unique invitation cards that catch the eye and send them out to guests.

*coordinating and supervising staff- making sure each staff member knows their role and area to be covered.

*Completing the evaluation of the event.

It is also important that the event planner has the needed skills in the way of a formal education and a good range of industrial specific skills.


What are the five W’s in event creation and what is their importance when planning an event?

WHY: are we putting on the event? Is the first question you need to ask when planning an event what is the event for what is expected from the event.

WHO: do we want to come to the event what audience are you aiming for? Are there VIP attendees? What special needs will the attendees have (disabilities, dietary, physical).

WHAT: are the objectives for this event? Do you have a draft agenda developed? Have keynote speakers been identified? What concept or idea will best serve the purposes of the event?


WHERE: What are your space and set-up requirements for this event? Will there be more than one location or area? What location will be best suited for attendees? Is there adequate parking? Is there easy access and a enjoyable atmosphere




WHEN: Is the event being held? Are there any other events being held that may conflict with yours? When is the best time to stage the event? Is this an annual event? Is it necessary to have a back up date?

The event planner is a person with appropriate skills for making timely decisions, a clear and precise schedule of event document is very important in achieving a smoothly run event. This document breaks down activities throughout the event and highlights the time for performing activities. The details of activities such as the arrival of guests, transportation plans, hospitality arrangements, security, information about the venue, clean up and equipment set up procedures. Having a clear detailed document will always make for a smooth well organized event experience for all concerned.

The most ideal way of putting a schedule of events document together would be to involve all stakeholders in the planning process adding all activities from the start to the end of the event. You will get a better perspective by visually seeing all aspects of the event through the eyes of the participants i.e.>: how things will appear to them, their expectations, how the events atmosphere would make them feel and what the overall experience will be.
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