ASSESSMENT Total Marks: 20 Event Management (Short Course) Brentwood Open Learning College Page: 1 Event Management (Short Course) Answer the following questions:

1. Explain the duties and responsibilities of an Event planner/coordinator  5
               
  The Event planner’s role is important because they are the ones that tie everything together. They have the task of researching sites or venues for the event. They create the designs for the event, they make sure all the catering is taking care of as well as making sure as coordinating and supervising other workers and helping accommodate the guests and the client.                                                     

2. Outline the main tasks involved in event planning  5  
The event planner’s main tasks involve, creating a unique design for the event that the client are wanting, selecting an ideal site or venue, helping with any catering arrangements that is needed, if it is asked for, helping create unique invitation cards and handing them to guests, making provision for accommodation, coordinating and supervising workers, and evaluation of the event.

3. What are the five Ws in Event Creation? And what is their importance, when planning an event?  5 

The five Ws in Even Creation are, Why, Who, When, Where, and What. Their importance in planning an event is, It helps you know what the client is exactly looking for, what to plan for, how to plan it, who you are planning it for, what your surroundings are and where the event should take place, when it should take place and when the venue should be booked, and if it has a special purpose behind the event and why its being held. You cannot help a client out if you do not know what you are not working with.   

4. Explain the importance of identifying other events in advance, which may directly compete with the one you are going to organize.  5 

[bookmark: _GoBack]The importance of identifying other events in advance is to not over book yourself and to not make things harder for you and your team as well. Things can get complicated and tangled up. You would have to slow down or delayed services. Clients would get frustrated as well as you and your team. The event would also now also be trying to outdo the other event to be better than the other one. You would be stressing all the time about having to make it to each event and make each client happy. 
