[image: BOLC_Logo]                                                                  
 (
   
Assignment Cover Sheet
)



	Student Name:
	Amanda Clacey

	Student Number:
	35532

	Course:
	Diploma in Event Management Level 4

	Assignment NO:
	[bookmark: _GoBack]Unit 1



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.i) The duties of an events planner involve the organisation and co-ordination of an event to meet the specific needs of the client. Responsibilities can include, but are not limited to:
· arranging a venue
· providing/arranging catering
· creating invitations and other necessary stationary
· sourcing the correct insurances and licenses
· organising transportation and overnight arrangements
· arranging entertainment to fit the needs of the client
Ultimately an events coordinators duties and responsibilities are to ensure the client’s needs and wishes and that the client can enjoy their event stress free.

ii) An events planner’s main tasks are to meet all of the needs of their client. This is done by completing a plan detailing all the necessary information for example:
· food and drink arrangements
· meeting the required budget
· transport arrangements
· seating plans
· schedule timings
· date and venue availability
· suitable lighting
· correct staffing
· ensuring all guests and staff remain safe

iii) The five W’s are Why, Who, When, Where and What. The five W’s are very important in event planning as they ensure you cover every aspect of the event.
· Why – Why is my client having this event? This will help you see aspects from the client’s point of view
· Who – Who is my client and who are his/her guests? 
· When – What time of the day/night and/or season will the event be held?
· Where – Where will be the most suitable place to hold this event?
· What? – What is the main criteria/theme of the event?

iv) To evaluate a venue to ensure it serves an events requirement, the first thing you should do is have a brainstorming session. This helps to come up with a concept for the event. Once you have had a brainstorming session you can take your points and put them into a plan.

v) When organizing an event for a group of 1000 people, then a refreshment break of 30 minutes should be provided. This will allow enough time for everyone to get a refreshment and be back where they are needed within the correct timescales.
“An events planner is a person with the appropriate skills for making timely decisions.”

2. An events planner must have the ability to work independently as well as in a team. They are required to converse with the client and potential traders, to gather information from groups of people and relay it into a plan at a later opportunity.
An events planner must be able to solve problems and issues quickly and calmly, and to have a plan in place for potential issues. In their plan it will outline what the do in possible situations.
Event planners must have creativity. This will help when planning an event as well as being able to adapt a situation if an issue is to arise.
Working to a budget is an essential task for an event planner. They must be able to stick within the required budget and if the budget exceeds the initial costs, they must be able to quickly converse with the client as to whether they are happy with any other expenses.
Time management is essential to guarantee an event runs smoothly. This can be ensuring the start and finish times are met, food and refreshments are served at the correct times and therefore helping with the overall safety of the event.
Event planners have excellent organisation skills and the ability to listen. Listening and organisation are vital and very important skills. If an event planner has these then he/she will be likely to succeed.

3. The benefit of having a successful and safe event help to ensure that corporate and community stakeholders have confidence in you as a planner and help to secure potential future events. In order to have a successful event it is vital to have a contingency plan which you have devised meticulously. This will help to reduce the likelihood of issues and crisis’s therefore saving money. It will also give you the ability to adapt quickly and calmly if an issue arises. You will be able to maintain a secure environment, therefore reducing the risks of any accidents, injuries and any insurance related costs.

Case Study
Adam is an 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 is awarded this project, what do you think would be the sequence of working procedures?
F) Carefully interviewing the client to establish his goals, objectives and budget
E) Budgeting
A) Acquisition of permits
B) Food and catering arrangements
D) Decorating
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