[image: image2.png]ﬁ
o R



                                                                  

	Student Name:
	Rachael Trevett

	Student Number:
	23633

	Course:
	Event Planning Level 4 

	Assignment NO:
	6 – Marketing & Customer Services 


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:


[image: image1.emf]Assignment 6.doc





Student Statement:

By submitting this assignment, I confirm that this is my own work.
	Student Signature
	R Trevett
	Date
	4th Nov 18  


For Tutor / Assessor Use Only
	Total Marks
	

	Marks Obtained
	

	Percentage / Grade
	


   Assignment Cover Sheet











_1602845944.doc
Unit 6 – Marketing & Customer Services  

1. Short Questions

· Identify a potential target audience for an event in each of the following sectors:

· 
Sporting

For a football match, the target audience would be the supporters for both teams.   

· 
Corporate

For my company convention, the target audience are all employees.  For the study day events my company organise, our target audience are health care professionals mainly dietitians.


· 
Leisure


For my local firework night event we attended, the target audience would be local people mainly families with children.  


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

To ensure you attract the maximum audience, it is vital to research what competitor/similar events are taking place around the time of your event as you will be competing for the same delegates.     For the paediatric event I am currently working on at the end of November in London, we researched the venue availability a year in advance, checked our competitor websites for advanced information on their forthcoming events and made the decision to secure the venue.    We then advertised our event on our website as an upcoming event and sent out hold the date information to our known target audience.   For the venue, we have a committed number of delegates we have to pay across both days so its vital to ensure we do not have any direct competitor events on the same day to ensure we get maximum value for money and the speakers on the day deliver new and exciting information which can be utilised in their day to day clinical practice which can influence the use of our products and give us a return on investment on the study day we provide as this is a free of charge event – this is important to dietitians particularly in the NHS as budgets are restricted.    Another important factor for us to consider when planning the event and checking out competitor events is study leave is limited in the NHS and we want the delegates to pick our company events to attend.  

· What is customer service?

Customer service should leave the delegate or the customer feeling positive and happy about their event they have attended and feeling that they have utilised their time and any cost well.  For us, this start with advertising of the event, a quick and easy registration process to follow and warm, friendly, positive confirmations back from us with a personalised feeling.    Customer service on the day of the event should be professional and friendly with nothing being too much trouble to support the delegates experience.   After our study days, we would follow up with a survey asking for feedback and any comments on how we could improve the experience.  


· Outline the customer service skills required by an event planner/coordinator.

Key skills required by the event planner are:-


· 
Be an organised and eye for detailed individual


· 
Good personality and able to adapt to different personalities who can negotiate and be unflappable in different situations


·  
Be able to apply identify solutions quickly and easily to different situations


·  
Be energetic and motivated to deliver results


2. Explain the importance of the following resources required to promote an event.

· 
Time

Timing of the event is key – travel time for delegates, staff and speakers attendance needs to be factored in as does set up time.  For our event in November, we have secured access for Day 1 set up the previous day and Day 2 will be set up before we leave on Day 1.  Speakers will be invited to attend the day before and accommodation provided to ensure that they are no issues with trains, traffic or flights on the day they are speaking.    To allow delegates time for any delays, we open registration 45 minutes prior to the start time and provide beverages and display stands for delegates to look at whilst waiting.

· 
Budget

It is vital to plan for everything you know you will need and to build in a contingency for ad hoc items which could occur on the day.  


For our event, we are given a budget which we cannot go over and this needs to include travel, honorariums and any accommodation for staff and speakers required.


We would always seek two quotes for any equipment hire to ensure we get the best value to support the budget


·  
Staffing

In the planning of the event, staff working on the event need to be given their roles and responsibilities and ensure that everyone is aware of who can make any decisions/change on the day of the event.    For our November event, we will also have some staff attending as delegates for their developmental purposes and some staff will be there for the networking opportunity.  These staff will be made fully aware that this is their only purpose for attending as they’ve not been involved with planning the event.


·   
Equipment

All equipment requirements should be identified in the planning of the event and incorporated into the plan.    For our November event, the venue is providing the AV, voting pads and filming of the event.  We sought other quotes, but they were more expensive that using the in-house and was more convenient as we did not need to seek risk assessments and copies of public liability insurance and check all equipment has been PATS tested.   

3. Write short notes on the use of the following:-


· 
Radio communications


Radios could be provided to all staff working at an event – this enables the event manager to speak to the appropriate person quickly and is especially important in the event of any emergency to seek appropriate help.  The Event Manager should take the role of the controller.  For a public event (football match, concert), this could also be linked to a main control room which would have links to the emergency services.


· 
Telephone equipment


For a large public event, you could have dedicated phone lines to the Control Room especially important if this is offsite.  For our event, we would rely on our mobile phones with a whatsapp group so we can communicate without causing any disruption – this is of use if the speakers are running late and as the event planner being outside the main room, a member of the team inside can let me know and I can liaise with the venue for lunch etc to amend timings.


· 
CCTV


Good for safety, security and crowd management particularly of use at a sporting event or a concert.   

· 
Alarms


At the beginning of the event or displayed on notes/screens should be information about any alarms which could be activated during the event – the most common being the fire alarm and people should be made aware of the fire escapes and meeting point in the event of the alarm sounding.  

· 
PA systems


Messages delivered via this method need to be clear and concise.  The person using the PA should have a good view of the venue (this could be linked in with CCTV screens) particularly useful in a sporting event/concert and have a link to the control room.   

· 
Screens, Score boards


To deliver key messages with causing any disruption to the performance.  We would utilise the screens with our company name and the agenda at our events


· 
Loud hailers


A back up system to be utilised in the event of a PA failure


Activity 

Based on your experience of going to a wedding which you have attended in your locality answer the following questions:

· What type of event was this? Formal or informal?

The last wedding I attended was semi-formal event – it was a classic church wedding with the bridegroom and bridal party wearing formal morning wear with the reception being held in a working men’s club which was informal.  Whilst the venue had a formal top table and normal speeches were given and the guests were seated in round tables of 10, the buffet had been prepared by family members and was very low key.     Only a toast drink was provided for guests and all other drinks were purchased individually.    The clothing of attendees was relaxed – not everyone wore suits and no ladies were hats.


My wedding was a formal event – classic church wedding with a formal hotel reception including a toast master who announced our arrival to guests once they were seated.  Our reception was a classic 3 course seat down served meal with drinks provided.  Attire worn are my wedding consisted of all men in suits and the 95% of ladies were hats.   

· How many people attended and what was their back ground; were they family, friends, acquaintances, neighbours, and work colleagues- who was involved and why?

The last wedding day had about 70 people during the daytime with an additional 30 – 40 people in the evening.  Due to the location, outdoor space was very limited and majority of people using this were smokers.    Most attendees during the day were family which we fitted into (niece’s wedding).    The bride and groom choose to invite cousins to the evening event only due to numbers.  It Is always a very difficult decision of who to invite to weddings not to cause upset and whilst you would like to be able to invite everyone, budgets still must be met.

For my wedding, we had immediate family with a few close friends to the church and hotel reception.    Our work colleagues, neighbours and acquaintances including friends of both sets of parents, were invited to the evening reception which was held in a hall and catered for by family.  For this event, we had an external bar provided for guests to purchase their own drinks – we had about 150 people to this.


We felt this was the best compromise especially for the acquaintances and work colleagues who were able to celebrate with us but there wasn’t a strong long-established relationship for us to invite to the day and due to budget, we had restricted numbers we could invite.   We could have chosen a cheaper venue for the reception, but the one chosen was for the location and its reputation.


· Was there anything unusual about the event- such as, special costumes or a historic venue?

The venue for the wedding I recently attended was a working men’s club near an old quarry.    No grass area just outside seating.  The venue had lots of parking which was a key requirement due to it being in the countryside with no public transport available.


· Is the market for wedding in your locality changing? If so, how?

I believe the wedding market is changing – people are opting for the week day weddings rather than the traditional Saturday as venues are offering their facilities at a much cheaper price.  The downside to this for guests, is getting time off work.   People are opting for their wedding ceremony and reception all in one venue rather than the registry office/church followed by a reception – its more convenient for transport and this is particularly important where public transport is limited.


· Are these changes due to social factors, if so, what are they?

Yes – I think less people are choosing the traditional church wedding and then going to a venue for the reception.    I believe this is down to cost and time.  People are leading busy lives following their career choices, commuting further to work so it is more cost and time effective to use one venue for both elements of a wedding.  
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