Assignment

Duties and responsibilities of an Event planner/coordinator
There are many duties of Event manager
· Safety meetings and inspections
During the risk assessment meeting the event manager needs to elicit all possible health or safety hazards associated with the goods, services and personnel to be used to produce the events. Specifically ask all vendors and suppliers to identify potential physical hazards and the safeguards necessary to prevent exposure to illness or injuries. Use this opportunities to communicate a commitment to safety in all aspects of the events.
· Sanitation and hygiene
Cleanliness and hygienic conditions are imperative for many reasons, including health and safety from injuries or illness, but also for the comfort and the welfare of the event audience, participants, and personnel
· Preparing an event record
The event records mainly include:
Timeline/ schedules
Initial proposal
Contacts
Committees
Correspondence
Budget
Site
Marketing and promotion
Promotional materials
Registration
· Selecting an event
The choice of a specific event will rest on three supports:
Purpose (fund raising, recruitment etc)
Audience (need and characteristics)
Organization (success lies in using the strongest resources)
Special events held by organizations and clubs can center on such elements as:
Food (bake sales, potlucks, award banquets, cooking seminars)
Entertainment (talent shows, concerts, theaters parties, gospel sings) 
Corporate
· Goal settings for special events and Conferences
Raise funds for a specific cause, person, or place
Build spirit among long term members (heal a breach, solve a political problem, launch a new program)
Facilitate information distribution/ exchange especially for large audience
Recruit new members (specific or group of people)
Celebrate, give awards, and recognize volunteer efforts.
· Motivation
The job of event manager requires hard work and a service orientation; it is not a good position for a glory seeker. The person who wants to sit at the head table, give orders, and look important has the wrong idea of an event manager.
· Personality
An event manager should be able to present a calm, friendly, and courteous manner at all times. The five essential characteristics of successful event managers can be listed as:
Detail- oriented
Organized
Full of energy, both physical and emotional
Nurturing
Flexible and having a good sense of humor is a key apart from the above qualities.
· Leadership 
An event manager has to lead all employees. And also has to guide them about to execute event fairly mostly in pressure situation.



Task involve in event planning
There are many tasks in event planning
· Evaluation of the event
· Creating a unique design for the event
· Selecting an ideal site and venue
· Catering arrangements
· Making arrangements for transportation
· Coordinating and supervising workers
· Creating unique invitation cards and dispatching them to guests
· Making provision for accommodation
· Logistic
· Transportation and supplies
· Guests ticket service
· To establish coordination 
· Problem solving
· To make guests happy
· Preparing budget
· To create optimistic environment













Five Ws in Event Creation

1) Why
is this event happening? What is the purpose of the event? Does your organization have aims and objectives that need to be achieved? Do you intend to sell any products; create awareness; increase knowledge; build relationships; others?

2) Who
Who are your guests? Who is holding the event? How many people are expected to attend? Do any of the attendees need any additional arrangements e.g. the elderly, disabled, or children?

3) When
When is your event? What is the deadline for your event? Make sure that it will not clash with other events that your delegates may wish to attend. Does the deadline leave you with enough time to plan? How long will the event last – hours/days/weeks, and will it be at a particular time e.g. weekend, Bank Holiday, evening, afternoon or morning?


4) Where
Where is your event? Is it easy to find? Will it be local? Will it be international? Think carefully about the venue that will best suit your event and your delegates. Will you need parking? Will you need to arrange transport?

5) What
 What is your event? What sort of event do you intend to hold? Consider your attendees and what might appeal to them. Will the venue be indoors or outdoors? Discuss with delegates:
• Live music and sport
• Festivals and cultural events
• Meeting and conferences
• Incentive travel
• Product launches
• Exhibitions and tradeshows
• Weddings, anniversaries and birthday parties
• Ask delegates for others from their personal/professional experiences

                         It is important to find out about the nature of the various target audiences you are expecting at the. Event and how they can be effectively reached. All of these factors need to be carefully considered before beginning the process of developing the concept for the event.

When planning an event?
                        Picking the right time and date which is convenient to the audience and fitting the requirements of the event is critical to achieving all-round success. Planners need to consider the season of the year, the month, the week, the day, and the time of the day for the event to begin. No two events are ever the same and besides, there will be a number of factors which will influence the choice of date and time to choose.







Importance of identifying other events in advance
· Smooth execution:
Event management firms engage in smooth execution of ideas as planned. They brace themselves even for contingencies that might crop up like a sore thumb. They have personnel with a wide range of experience which they bring in onto the scenario to ensure that only the best be delivered. It is a multi-faced profession and often demands specialists that cater to different aspects.
· Saves time and money:
By outsourcing event management to companies who deal with them, a company saves time and money, though this fact is still a hot debate. Truth is: an event management company has direct links with suppliers and other concerned people who help them get good rates for requirements concerning a particular event. It saves time because the customer would just have to pick the dates, the rest being borne by the event management company
· Inflow of creative ideas:
Event organizers come up with new and exciting ideas for holding events. Depending on the requirements of the clients, event managers can do a lot of things with any event to bring it alive. Event managers also bring a lot of their experience into play which is an added asset for customers. They also give customers the opportunity to have customized events.
· Increased customer satisfaction levels:
With the work being in “safe” hands, the company assures the customer of high satisfaction levels. The event management company ensures that there is no stone unturned in offering high level of expertise to the customers who bestow their faith in them.
· End to end execution:
End-to-end event technology encompasses broadly the modus operandi of the event management company roped-in. Strategically speaking a company should always aim at how they are supposed to conduct the event taking in all the factors and a measure for contingency.
· Expert planning:
Like Napoleon Hill rightly says: “Reduce your plan to writing. The moment you complete this, you will have definitely given concrete form to the intangible desire.” A professional event management entails rigorous paperwork, down to the bone. 
· Post-event analysis:
Post-event analysis is a requisite to determine the success of the event and of the management team behind it. Post-analysis usually involves updating the quality of work done with lessons learnt from previous events. 
· Programs that outreach:
According to the target audience, the event management company specializes in programs that are received at the other end. There are separate event management companies catering to the colossal variety of events that take place. 
· Develop company’s business profile:
Employing an event management company reflects signs of good business. It guarantees boosting of sales levels along with a good reputation.
· Increased risk management capabilities:
An event is full of uncertainties that might be encountered like power failure, medical emergency, stampede etc. To combat the above, the event management company brings in, its expertise. The expertise lies in formulating a good risk management plan that is carried out at every stage of event production. 
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