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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. 
	When planning an event researching and ensuring that have the correct target audience is essential so that the event has the highest possible capacity and correct attendees so the organisation has the possibility of increasing business, profitability, and function within the field.  Some target audiences may not just be from one field, as some maybe the primary target audience where some are secondary target or venturing into and starting business within the field event organised for.
Potential target areas for example in:

Sporting this would be your national sporting organisation i.e. Teams for football, track and field, tennis, squash, basketball, cycling etc. but then also your local gyms, saunas, keep fit groups along with any prospective new businesses supplying local companies in the area.

Corporate is more for the business side of the world so suppliers of national or international products to businesses i.e. travel, hospitality, cars and car parts, building supplies and equipment, office equipment and stationery, security equipment.

Leisure primarily aiming at Travel and Tourism, Bus and Coach Companies, Hotel, Restaurant, and hospitality side but also can attract like the above Sporting and Corporate for promotional side of businesses to attract customers or make partnerships to benefit both the businesses.

When organising an event it is essential to check locally, nationally, and internationally what events are being scheduled as potential target audience or partial audience may be already attending another event meaning loss of potential business and the event not being so effective.  This could also effectively allow competitors to increase their target audience and make the event more successful for themselves than one being organised.  Organising an event immediately after could also harm the event being successful due to businesses wanting to discuss or implement potential new ideas gained from the event already attended.  So, allowing a little time between other events and one organising is essential to ensure maximum effectiveness.



Customer service is looked at from two sides:
1. Customer satisfaction how the customer feels happy about a service or product that they have received, good purchase experience of product or service and expectations have been met.  This allowing retention of loyalty, managing issues quickly and effectively, winning and retaining customers.
2. Customer services as an Event Planner / Coordinator means that ensuring putting in pain staking efforts and attention to detail in every part of the event, customer requirements, delivery of service.  Most importantly is good personality and charisma, knowledge, experience, ability to work under pressure or organisational skills to meet every demand by the customer, suppliers, and the end customer.

The Event Planner / Coordinator requires to ensure meets the skills in several areas to ensure good customers service, these include but not limited to:
1. Detail – Attention to detail in every part of the planning, organising and going to plan of event with ability to act quickly and effectively on any matters that might arise and resolve.  Having good knowledge, experience is essential.
2. Organised – Having the contact details of all essential staff for contacting quickly and ability to see any problems, maintain confidence and knowledge in front of clients, suppliers, and all staff.
3. Engaging – Having a good engaging personality is essential and interpersonal skills with good communication skills to maintain a high morale within staff.
4. Negotiations – Understanding of the market and ability to maintain excellent relationships with suppliers, ability to ensure competitive prices, products and services for discounts and promotional offers available.
5. Eye – Having good eye for design, latest trends, and ability to incorporate customers’ requirements.
6. Energetic – Ensuring that you are physically and mentally rested, maintain good health and shape, keeping energy levels high so ability to discharge throughout the day and event.
7. Solution – Ability to resolve and take on problems head on, finding quick and effective solutions to problems using every resource possible to them.  Having plans, resources in place for each possibility and maintain customer satisfaction and morale.
8. Motivation – Ability to work with diverse customers and groups to be successful at organising and maintain high standards for clients and events.
9. Pressure – Ability to remain calm, composed, not stress, or lose temper, ability to work under pressure, unflappable, maintain and function at their highest possibility throughout the event period or any circumstance.
10. Resilient – Ability to maintain confidence with every setback, ad-hoc changes to requirements, disappointments, unwelcome experiences, and ability to tackle issues head on confidently with ability to win and maintain customer service, admiration, and feedback.

When organising an event the importance of scheduling, organising and planning require to be detailed and ensuring that maintain strict plan details.
1. Time - Is one of the biggest factors, this could be a varied time depending on how soon the client planning the event.  So, planning and scheduling everything must be organised and kept within the specific time schedule, not to delay anything else while organising and setting up the event.
Ensuring that the location available on dates needed with set up and clearing up times before and after event, manufacturing and suppliers, equipment, fitters, engineers, staff all are in place at the right time and place with backups in case of any failings or problems arising within the set time scale.
2. Budget – Ensuring that the client has a budget in mind with possible slight deviation for unexpected problems that may occur.  The client may not know how much an event proposing may cost, so ability to give them a budgeting cost when initially meeting is pre-meeting or prior experience, knowledge, and research into the event.
If there is a strict budget set, then budgeting under the requirement of client is essential so nothing goes over budget and have a little spare budget for unexpected problems.  When planning and budgeting an event the best negotiation skill is required with all areas to help make the event work to maximum efficiency for the client.  With possible under spending in areas to accommodate overspending in others or ability to add some extras to make the event more successful for the client.
3. Staff - Ensuring that have the correct staff and experience is essential for the client, so security, door staff, bar and waiter(ess), guides etc. are essential along with them being trained or training staff in emergency assistance incase of anything going wrong while event being held  Ensuring that necessary trained or training staff for repair and maintenance etc. are on site also during the event.
4. Equipment – Ability to negotiate and acquire the correct equipment needed for the event, this might just be leasing or maybe purchasing specific equipment for one event or ability for the client to use again in future events.  Ensuring that the equipment comes from reputable manufacturers or suppliers with repair and maintenance of the equipment contracted into the lease or purchase of equipment.  It may also mean negotiation of urgent replacement equipment if there is any failure during an event so not to alter the time setting up or problems during the event.
If the equipment is to be purchased by the event planner / coordinator themselves for the event, will they be able to use again for future events organise or will they have to and be able to sell the equipment again easily.


When planning and organising an event marketing, customer service is always a key factor for maximum effectiveness of an event.  Also ensuring that the suppliers, staff, client, customers safety is also key making sure everything organised and in place from the time taking over the location to the time the event has finished, and everything cleared away.  The use of the following are key features when planning event depending on size and location some may not be required but should be reviewed and considered.  Also, consideration is required for implementing, organising and controlling procedures in each case of these:

1. Radio – Use of radios to communicate with all staff is essential with multiple channels available for each type of staff needing to use the channel and not all trying to use one channel to communicate.  Giving staff code words and call signs for anybody that could be listening to the radio channel(s) used.  Security, warehouse staff can communicate easily along with any onsite suppliers, maintenance staff and senior management.  This enables quick and efficient contact with necessary people, ability to raise any emergency alarms and coordination during emergencies.  Ability also to communicate with any emergency services off site and security monitoring companies used during an event.  Requirement for repeating, clarifying messages in both directions required so accurately received and understood as radio can be distorted and scrambled messages.  The clarity of not using radio for unnecessary communication and keeping channels clear for proper use, recording messages and decisions or actions taken may also be requirement.



2. Telephone – Separate telephone lines should be installed or used to ensure quick links to off-site emergency services and control rooms from general lines for client or customers to use daily as necessary.  Where necessary mobile networks should not be relied on due to possible building interference and black spots or sabotage, failings in the networks.  Possible coordination or use of special mobiles to external resources maybe an option as backups to general telephone lines.
3. CCTV – This is good to assist in monitoring the site and security, crowds, identification of person(s) but has limitations due to possible lighting, personal intrusion, ability to position, safety, security training and operation also the authorised persons to view and review recordings.
4. Alarms – Audible and visual for alerting everyone about potential risks, hazards and danger thus giving everyone some security but requires signage audible and visual message information about the hazard and danger that is happening.
5. PA Systems – PA systems should be used by trained staff with ability to convey messages clearly and concisely, staff who will have good access and viewing of the entire event location and surrounding areas.  These should be considered in all events planned, discussed, and agreed when initially planning an event with client and external sources.  Possible requirement of notice to surrounding neighbourhood residential areas for noise and use of systems.
PA systems are used to convey messages to people within the event and surrounding area of those approaching.  Clear messages for good communication and able to override any other potential sound during event or emergency incident and should be on a backup system from normal power supply.  External systems could be used on mobile vehicles or power generators, so can last during the event or emergency response period. 
6. Screens and Scoreboards – Normally found at sports events or rooms around an event that can deliver messages without interfering with performances, speeches etc. with the ability to reinforce messages given from PA Systems for people especially with hearing difficulties.
7. Loud Hailers – Used by trained staff and situated around the event in strategic places to ensure maximum efficiency in the event of PA System failure and backup.  These are normally battery operated and require to be charged fully for each day of the event.  Backup hailers also maybe required to give to more trained staff for use outside of the event while other staff inside are assisting in the event of evacuation.

A wedding last attended was a formal occasion with around 100 people attending, bride arriving in horse and carriage and open top car for bride and groom leaving.  The dress for the bride was a long train, bridesmaids all dressed in colour coordinated dresses matching the men’s kilts and flowers, bouquets, and flowers within the church.  The groom, best man and family men all dressed in kilts from the family tree heritage along with some male guests also in kilts with partners / wives in dresses or suits.
The meal and evening were held in a large hotel outside of the town with two rooms converted after the meal into one large room due to the second room being used during the day for a conference meeting.  The meal was set out in room initially with the bride, groom, best man, bridesmaid and parents on a large circular table in middle of room with the guests on circular tables around them  set out in a flower shape, different colour of tables matching kilt colour.  The guests were all mixed, so families not stayed together and before the meal there was short game for guests to play and get to know other on the table and start conversations off giving more of a relaxed feeling.  As normal there was speeches before the meal started and then throughout the meal while service changed between courses, keeping the meal flowing and people not being impatient, allowing time for drinks and celebrations.
The hotel separated the main bar area for wedding and public as the bar was initially covered in cost of wedding until the evening when guests then paid for drinks.  The evening was then less formal as a disco and attended by around 250 guests, friends, work colleagues old and new, neighbours, clients.  The hotel put a mobile bar in the room for guests to relieve some of the pressure on the main bar due to the amount of people with the conference also attending at the time, which helped guests enjoy the evening more.
Due to the number of guests, the hotel offered a discount package for guests wishing to stay at the hotel for one night as some required to book for two nights due to travelling to the wedding.  The wedding couple was given the honeymoon suite free, with the parents given family rooms also on an offer.

[bookmark: _GoBack]Weddings not just locally but nationally are changing; this is due to the price rises and cost of having a wedding and reception evenings.  Weddings are becoming simpler, reducing cost by purchasing secondhand wedding dresses, small hotels or community halls where holding receptions afterwards or even just local bar / restaurants due to the costs.
The cost of paying for a wedding also the couple getting on the housing ladder or ability to fund the cost on top of daily living themselves, where before parents was saving and covering cost of weddings.  More people are living together longer before getting married also as they may have been married before and then went through the long process of divorce, which has cost them more money.  Weddings are becoming more online, cheaper with only immediate family, friends attending.  There is an increase in the couple and maybe parents going overseas having the wedding and honeymoon together in one package due to packages being offered by travel companies now to increase their business, which is reducing the business in hotels for this market.
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