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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. 
	1. Explain the duties and responsibilities of an Event planner/coordinator.

The duties and responsibilities of an event planner or coordinator are to liaise with the customer to determine the customer requirements to ensure customer satisfaction. This will include the planning, the design, the production and the clean-up of the event. 

At the planning and design stage, work with the client to find out the vision they have for their event, how they wish the event to run and what would be the desired outcome. Agree with the client a defined budget. This can always be adjusted by the client if they desire but it’s essential for the planner to have a good idea of how much they are looking to spend initially. Keep a balance sheet for all costs and expenses. Seek bids from venues and service providers such as caterers to get the best price for the best service. For social events such as a wedding or a party, book rooms in advance for guests who may wish to stay overnight or for corporate events, this could be spate break out rooms. For all events, transport may be required and invitations/communication sent out to promote the event. 

Take each step at a time keeping the customer up to date at all times with the costs involved and the progression of the planning, discussing each stage as it develops.  If the customer is unsure or they wish to change something, discuss this with them immediately so that this can be rectified as soon as possible so as not to cause delays or any extra costs. 

The planner will be required to supervise the setup for the event making sure that the room(s) is assembled as desired by the customer including decorations, any audio and visual aids are in place and any catering arranged is prepared. During the event the planner will be required to make sure the event stays on schedule and runs to a well thought through contingency plan making sure that any entertainment or speakers perform on time keeping the host and guests satisfied. The planner may have a team of people which are helping them manage this so they will need to make sure everyone in the team is aware of their duties and roles. 

Once the event has finished, the planner may be required to supervise the clean-up operation making sure the venue is left in a satisfactory condition. Some venues use their own staff for this task. 

The final responsibilities will be to make sure that all involved have been paid for accurately and on time. Evaluate the event and ask for feedback from your customers. 

2. Outline the main tasks involved in event planning.

One of the first tasks is to find out from the client is the type of event they wish to hold, the number of possible attendees, and what the demographics of the audience is likely to be.

When searching for a venue which you have not used before, use multimedia to gain feedback from previous customers and which type of events the venue has hosted before. Get quotes from several venues before making a decision.

     Selecting an appropriate venue will greatly be dependent on the type of event being held, the size of the event to accommodate the number of people expected to attend. The size will also be dependent on whether people will be standing, seated round tables or seated theatre style. If the event is to be held in the summer months and will mainly be held outside, an alternative solution may be required to be put in place in case of inclement weather.

     Find out from the client if they wish to have catering and if yes, do they wish to have basic refreshments, buffet style or a multi course sit down meal. Regarding an event such as a wedding, this could be all three. If it is a sit down meal, will the venue have its own waiting staff or will these need to be hired in and supervised. You will need to find out if the venue has a license to serve alcohol, do they have their own bar or can you bring your own.  The latter may result in corkage fees. Another question is does the venue have a kitchen if the customer wishes to self-cater or will they have to pay to use the venue’s own caterers which can quite often be the case.

     Find out what facilities and equipment are required for the event and if the venue is able to supply these or will you need to hire in. These can include items such as tables, chairs, crockery, tablecloths, lighting, audio and visual aids. Check if there is internet connections and Wi-Fi. If wanting to decorate the venue, does the venue allow things to be stuck on walls. If holding a large event, signage may be required to direct people to the appropriate areas. 

Transport and parking also needs to be taken into consideration. If the event is to be held in a city center, will parking, (whether free or paid) be available as well as secure. If the event is taking place in an out of town venue, will there be adequate public transport or will private transport need to be arranged and again if people are driving to the event, will there be ample parking.

Others things to be aware of is the opening and closing times of the venue. When planning the timings of the event, make sure that things are not rushed so that people have enough time to enjoy their food, entertainment, speakers and meet and network with others. Leave enough time to tidy up after the event and find out whose responsibility this will be. However, if it is a large event, some tidying up such as emptying bins may be required throughout the proceedings. Check that the venue is secure and that its health and safety and fire checks are up to scratch, and what are the venues policies such as cancellation terms, insurance certificates.

3. What are the five W’s in Event Creation and what is their importance when planning an event?

Why hold the event? Determine why the event will be held and what the purpose will be. Find out what the customer wants to gain from the event. Why will people want to attend. Once the reasons for this have been established it will aid the start of the process for setting up the event.  

Find out who will be the target audience and how many people will be expected to visit. Knowing the age, gender and demographics of people who are likely to attend will help to decide on the location, activities and speakers at the event. Will there be VIP’s, people with disabilities or any special dietary requirements.

When is the best time to hold the event? Check that similar events are not being held at the same time as this may steal your target audience. Give plenty of time to plan the event and make people aware of the date(s) this is to be held. Depending on the type of event and for who, will it be best to hold the event during the working week for such as corporate functions or over a weekend for parties and weddings. When to hold the event can also be dependent on whether this will be an inside or outside event. If it’s going to be outside, then there will be limitations on the time of year it can be held.

Where should the event be held? This will be dependent on the type of event, the target audience and how many people are expected. The event needs to cater for the right number of guests as if it is too large or too small, this could create an uncomfortable atmosphere. The event needs to be situated close to where the main body of the target audience will be and people will be able to get to the venue without difficulty.  
 
Knowing what the objectives are for holding the event and what the client wants to get out of the event will help to come up with a concept for the event. Discuss with the client and/or a team of people what the name of the event will be called, will there be a theme, will there be a dress code, will service providers need to be booked such as a photographer, ushers, security, caterers etc. Discuss menu options regarding catering needs and different dietary requirements, will guests receive favor bags and if so what will be the contents. Discuss the best way to promote the event and will it be by invitation only or can tickets be brought online or at the door. 

4. How should an event planner evaluate a venue to make sure that it best serves the event’s requirements? 

It’s important to evaluate the venue for an event to make sure that it will serve the purpose of the event to be held. Check that the building is in good condition outside and the décor is of a high standard inside. Check that there will be enough space for your requirements. Also check for safety measures such as fire extinguishers, visibly marked fire exits which have clear passage and that the building is secure. Check that there is adequate access for anyone with a disability such as a wheelchair user.

Visit the venue around the same time of day that you will be holding the event to see if you will need to arrange lighting in case there is not enough natural light. 

If food is to be prepared, check that there is an adequate kitchen which is close to where the food needs to be served. If you have to use the venue’s own caterers, ask to see the menu and even taste samples. Find out if the venue has a license to serve alcohol and whether there is a bar or you need to supply your own refreshments. Check if the venue has its own chairs, tables, linen, crockery and glasses as if not these will need to be hired in. If the event requires it, find out if the venue has audio and visual equipment that you can use and will this cost extra. 

Find out if the toilet facilities are reasonably located and of a good standard and has disabled facilities. 

Check the venue’s opening and closing times. Will be open in time ready for the setup of the event and find out what is the latest time you will be required to vacate the venue and who will be liable for the clean up afterwards. If the venue is in a populated area, especially if close to housing, there may well be a specific end time due to noise limitations.

5. ‘An event planner is a person with appropriate skills for making timely decisions. Discuss’

An event planner needs to be many things but in particular, they will need to have a passion for the role with plenty of time and energy to dedicate to the event. They will need to be of a friendly nature and great at communicating with many different types of people from all walks of life.

They will need to be flexible and highly organized, with the ability to work to deadlines whilst remaining calm when the pressure starts to build. There will be times when they will need to think quickly on their feet as when things change, they will need to make instant decisions to resolve issues which may arise. There will be times when they need to multi-task and prioritise tasks. 

They may have to manage a team of people so leadership skills are invaluable. This could be your own team, a client’s team or venue staff. 
Negotiation skills are good to have for negotiating contracts, payments and compensation if things go wrong.

As we now live in times where many things are booked via the internet as well as companies promoting services, they need to be computer literate. This can help with research for venues and services as well as getting creative ideas for the event. They will need to be adept at using spreadsheets or letter writing as well as communicating using email. 
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