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ASSESSMENT #1
　
1. Explain the duties and responsibilities of an event planner/ coordinator.
- As the event planner you have many duties and responsibilities to make sure that when the event takes place it is everything that your client was asking for. The first thing you will do is a consultation with your client to find out and understand what type of event they are wanting. Once you have an understanding of what your client is looking for you can then proceed to look at venue selections and help pick on that best suits your clients event, you will look at transportation for the guests to ensure everybody has a way of getting to the venue. Another duty is the food and catering for the event and also decorating accordingly to the theme and concept of the event, making sure that all of this meets the expectation of the client's requests. You also have the responsibility of the budgeting side of the event making sure you stick to the budget guideline that your client has set. Whilst managing the event you are responsible for the staff working there ensuring they know what they're doing, where they need to be and when they need to be there, you will also be dealing with any problems that occur on the day whether they be big or small and coming up with the best and fastest solution to fix the problem. The health and safety side of the event is also another responsibility of the event manager, from making sure the number of people attending the event does not exceed the maximum capacity of the venue, to making sure there are fire escape routes, ensuring there is a basic first aid kit on-site and everything else in-between, If there happened to be any guests attending the event with special needs then it is your responsibility to make sure the venue meets their requirements, for example if a wheelchair user was attending the event you would have to make sure the venue had wheelchair access and the facilities inside also meet their needs. Above all as the event planner you are there to make sure the day of the event runs smoothly and everything goes to plan to meet the expectations of your client.
　
2. What are the five W's in event creation and what is their importance when planning an event?
- Why?
- Who?
- When?
- Where?
- What?
- The most important question is 'why?' this should be the first thing of the five W's that you ask your client in the consultation so that you as the event planner know why the event is taking place, from this you can gain an idea of what you are going to need to start planning the specific event that has been requested by the client.
- The second of the five W's is 'who?' when planning an event, it is important to know who your target audience is whether it be families, elderly, younger generation, children or a mixed audience. It is important to gather this information so you can plan the event based on the interests of your target audience.
- When planning an event, you need to take into account when would the best time for your client's event to take place? For example, if your client wanted the event to take place outdoors you need to be thinking about a time of year that where the weather would be compatible with the event so spring/summer would be an ideal time. You also need to take into consideration the schedule of the target audience, so if families and children are attending the event you need to be thinking about holding the event on a weekend or in half term so the event will not interfere with school and work, where as if the event was being held for the elderly they may be able to attend on a weekday. You should also make sure the event is not going to clash with any other big events that are going on in and around you, this could lead to your client's guests not being able to attend the event.
- When you are choosing where the event should take place there are a lot of things that you should consider. The event should not only please your client and cater for the needs of the event taking place, it should have character and a good atmosphere for the guests attending. You need to take into consideration the cost of the venue and make sure it fits in the budget your client has set. The venue must have good facilities for you to work with to create a unique experience at the event for the client and their guests. You should also check that there will be plenty of parking available for the number of guests attending. You also need to make sure the venue is in a suitable distance depending on the guests means of transport. Availability of the venue is also key as it has to be compatible with the dates that your client wants to hold the event.
-If the concept of your client's event is yet to be identified you can get the group together and hold a 'brainstorming' session where everybody involved throws in their ideas for the event and write them down, once you have done this you need to make a list and prioritize the ideas in quality and what will attract the audience the most, this short list will create the event concept and you should be left with the ideas that best serve the event.
　
3. How should an event planner evaluate a venue to make sure that it best serves the events requirements?
- When evaluating a venue for a client's event you need to know how many guests will be attending so that you can work out if the venue your looking at will be big enough to hold the event at, If the venue happened to be too small it will not serve the events requirements.
- Has your client given you a date or time that they would prefer to hold their event? If so then this is something you must consider whilst evaluating the venue because you need to make sure they have the availability on the times and dates provided, unless you client has flexibility on times and dates.
- Has your client given you a preferred area/ location that they would like to hold their event? If they have then you should be evaluating the venues in that location to meet the client's requirements.
- When looking at the venues in the location your client has requested you need to be looking at the ones that have the space and availability for the dates and times that have been requested, and help your client pick the most appropriate one for the specific event.
- One of the most important things to consider when evaluating a venue for events is to make sure that the venue you are considering falls into the budget that your client has set.
- As the event planner you also need to make sure the venue has the right facilities available for the specific event for example, If the event you are planning is a conference meeting is there enough space for a speaker's podium? Is there a projector screen available on request if needed? Whereas is the event being held was a wedding, If the guests are eating at the venue and the food needs cooking is there an on-site kitchen available? Is there a space to use as a dance floor for the reception party? There are many things that need to be checked and evaluated when choosing the best venue for your client's needs.
　
CASE STUDY
- Adam is and event planner and deals particularly in the area of special party celebrations. He received a call from a potential client, who wants the service. Their meeting has been scheduled for the next week. If Adam gets this project, what do you think would be te sequence of working procedures? (Please rewrite the following in the correct order
A) Acquisition of permits
B) Food and catering arrangements
C) Monitoring of the event
D) Decorating
E) Budgeting
F) Carefully interviewing client to establish his goals, objectives and budget
MY ANSWER
1. F) Carefully interviewing client to establish his goals, objectives and budget
2. E) Budgeting
3. B) Food and catering arrangements
4. D) Decorating
5. A) Permits
6. C) Monitoring of the event 
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