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i. Identify a potential target audience for an event in each of the following


sectors:


a) Sporting – Sports enthusiasts, athletes, sports fans, supporters.

b) Corporate – Companies – big corporations and large enterprises, international corporations, business professionals, Entrepreneurs.

c) Leisure – Students, families, sports fans, travellers, teenagers, adults, children, the community. 

ii. Explain the importance of identifying other events in advance, which may


directly compete with the one you are going to organise.


The importance of identifying other events in advance is: 


· To ensure you do not miss out on potential customers/clients

· Event locations such as the local Village Hall if it is community event. 

· Date.  A certain date maybe preferable and you will need to know how many other similar events are happening on the same day to gain knowledge on the opposition.

· Theme.  For example if throwing a NYE party the theme shouldn’t be the same as any other establishment in the area. 

iii.   What is customer service?

Customer satisfaction is the term used to describe how a customer feels (happy) about a service or product that has been provided.  This state occurs whenever customers believe that they have had a food buying experience having made the effort to purchase a service or product and believing that all their expectations about the buying process has been met.  It is important to comprehensively understand the needs of the customers in order to:


· Retain their loyalty by providing exactly what they desire


· Tackle issues quickly to prevent them from going to rivals
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· Win and keep new customers


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

All the glitter and glamour and high quality services that people encounter at events are a result of the painstaking efforts on the part of the dedicated event coordinator and their team.  To succeed as an event coordinator, you need to have a keen eye for excellence in delivery of services and pay close attention to details.  You also need to have a good and pleasing personality, knowledge of how to work under pressure and good organisational skills.


Detail-oriented


The event coordinator, who should be detail-oriented, must keep an eye on every single aspect of the event to make sure all things are going the way they are supposed to be going.  He/she needs to gauge situations quickly and provide the right solution in good time.  In-depth knowledge and experience are great assets to have for this important role.


Organised


Good organisational skills of event coordinators include having the contact details of important staff readily available and having ability to use good judgement to pre-empt what needs to be done and maintaining confidence and knowledge about their role in the presence of clients.

Engaging Personality


Having a good personality and interpersonal skills is important to being an effective coordinator.  The event coordinator need to have an affable personality and possess good communication skills to ensure everybody is in good spirits.
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Good Negotiator


This involves maintaining excellent relationships with suppliers and having understanding of the market to get competitive prices for products and services in the form of discounts and promotional offers.

Eye for Design


The event coordinator must also be creative in designing their event to grab the attention of the customer.


Energetic


Having a good rest and doing physical exercises will put you in good shape and keep your energy level high to discharge your diverse duties efficiently as in high spirit.  Clients tend not to appreciate event coordinators whose approach to rendering services appears to be lackadaisical or slow.

Solution-Oriented

Customers may not be entirely patient when they encounter problems.  They may also be uncertain what to do.  This is where the event organiser needs to be at their very best to supply the right solution in a timely manner using their diverse range of skills at their disposal.

Motivated


The event coordinator has to have the motivation to work with diverse groups of people to be successful at organising events to a very high standard for their clients.

Unflappable


The ability to withstand pressure or stress by keeping calm and functioning at a high level is important to the client and the success of the whole event.  The event organiser needs to also know how to be composed during stressful times and not lose their temper under such trying circumstances.


Resilient


Ad-hoc alterations to the original event plan at the request of the client and other disappointing occurrences may be an unwelcome experience to the event organiser. 
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The event organiser needs to be able to bounce back when setbacks occur to tackle issues confidently to win the client’s admiration.

2.


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

a) Time

It’s important to give yourself plenty of time to establish whether there are any other competitor events that may also have an impact on your event, especially if your event/events are within a few months of each other. Oftentimes your target audience will only be able to attend one or two events a year and may lean towards the one they hear about first, so early visibility of your event can secure their registration before the competition gets a stronghold on them.

Getting the message out early, even if the information is preliminary or in pieces, is a great way to stay on potential participants’ radar until you can provide more details. It also creates an opportunity to build up buzz, engage participants in contests and discussions and even gives them time to become event ambassadors and tell their own networks about the event long before it happens.

If people will be travelling to your event, booking hotels and plane tickets, you’ll want to make sure they have enough time to plan for the trip.


International travellers have additional considerations, as they may need to obtain visas before attending, professionals and government employees often need time to justify attendance to their employers or work it into annual budgets, students may have to schedule around exams and save up – knowing your demographic and adapting your event marketing campaign timeline around their needs will ensure a stronger, more effective campaign.

b) Budget

Budgeting for a special event is essential for its success. With a properly laid out plan, you can figure out where to spend your money to make your guests enjoy your soiree without breaking the bank. A special event encompasses everything from a simple family reunion, to a large wedding with hundreds of friends and family. No matter the size or the complexity of your special event, sticking to a budget makes it easy to plan for all components and take care of any hidden expenses.

Creating a budget for a special event is an integral part of the planning process, because the size of the budget helps you determine the event scope and scale you can afford.  A large portion of an event budget goes to food, but if you are planning 
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entertainment for your guests, that may take up an even larger chunk of change. Budgeting keeps the event planner -- and client -- within certain parameters without overextending your personal finances.  The primary importance of budgeting an event is to provide the balance of quality in the exchange for goods or services.  


c) Staffing

Hiring enough people to efficiently promote your event will make all the difference when it comes to selling tickets and filling your spaces.  Professional promoters will know exactly how to get your message out there.  Promoters develop strategic marketing plans to cover all available avenues of advertising in advance of the event.

Budgets can vary greatly depending on whether you are working for U2 or a small local charity, but despite constraints, the event promoter has to use every imaginative trick in the arsenal to reach audiences through radio, television, print, and the Internet.  They will also work closely with the event producers, ticket-sellers, and local vendors to ensure the highest possible profitability.

d) Equipment

Having the correct equipment to hand will be beneficial in promoting your event to the mass market.  PC’s, cell phones, Ipads, laptops, printers, will speed up the promoting process.  Being able to print off your own tickets rather than having a 3rd party do it will bring down the cost as well as being able to distribute quicker.


Setting up social media accounts to promote your event is an easy way of getting your event out there at a speedy rate.


3.

Write short notes on the use of the following:

a) Radio communication

Messages may become distorted on transmission due to misinterpretation. Workers need to know how to communicate effectively to ensure that information is not distorted by following procedures for receiving messages and reading them back for clarification and confirmation.

b) Telephone equipment
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Dedicated telephone lines should be provided to link off-site emergency service control rooms with event control units. These lines must not be used for any other purpose save for emergency communication. Some venues like sports arenas may require internal telephone networks to connect onsite communication controls to other critical areas of the venue. Cell phones should not be overly relied


upon for establishing critical links such as for emergency communication but they can act as alternative options to call on.

c) CCTV

CCTV may be used to provide safety, security as well as to identify crowd problems and to manage the crowd. You need to consider the following before making decision on acquiring CCTV:

· Would CCTV ensure safety?


· Where should CCTV cameras be positioned


· What about lighting requirements?


· Selection of suitable person to control operation of CCTV camera


· Selection of person authorised to view recordings


d) Alarms

Alarms are audible devices used to alert people about a risk, hazard or danger. They provide limited information about an emergency situation, so they must always be followed by messages informing people about what action to take. If it went off by accident then the audience need to be informed it is a false alarm.

e) PA Systems

Messages given over public address (PA) systems must be clear, unambiguous and understandable to all guests at the venue and in the surrounding areas. The announcer needs to have a good view of the entire venue and have a good communication link with all control points.  Provision should be made for the PA system to override other sources of sound during a major incident.  Backup power supplies should be available always and the PZ system should be tested to ensure it will deliver when the need arises.  All procedures for using PA system to communicate with the audience must be discussed and agreed on and included in the major incident plan.  Communication with people outside the venue may be achieved using vehicle-mounted PA systems with enough power available to last the whole duration of the event, especially during evacuation.
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f) Screens, Score boards

They can be used to deliver messages without interfering with performances.  On other occasions, they may be used to reinforce announcement given over sound systems.

g) Loud hailers

They are strategically located at different sections of the venue to provide backup to PA systems. They require well-trained staff to operate them and their batteries must always be charged to full capacity.

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

a) What type of event was this? Formal or informal?

Formal

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

90 people attended.  Family, friends and co-workers of the bride and groom were invited and enjoyed a happy, joyful day.  I was a bridesmaid as I’m the brides best friend and I had to help the bride with her dress and made sure she looked fabulous the whole day with nothing to worry about.  I also wanted to make sure she had plenty of photos of the day.  The brides nephew had the role of ushering people to their seats in the church.

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

The reception venue was a hotel and is known as the most haunted place in the city.
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d) Is the market for wedding in your locality changing? If so, how?

More couples are eloping due to the expense of weddings.  The average couple just can’t get value for money here in England.  They can have grand, luxurious weddings abroad for half the cost of England and due to social media it’s important to have a lavish wedding as everyone is watching. 

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

Brides tend to want the best for their special day so they are willing to spend their life savings on the most magical day of their lives.  They will compare other weddings and strive to make theirs better than all the rest.  Due to social media they have access to thousands of beautiful photos of weddings, which they will want to copy.  This is another reason why so many couples are going abroad to marry as England is out of their budget.


As much as social media has enhanced the wedding planning process and made it much more easy to explore and discover brands, venues, makeup artists, hair stylists, and wedding dress designers, it has also put more pressure on brides, mothers of brides, and mothers of grooms to demand perfection on the wedding day.

It is ever more critical for wedding vendors and businesses that are active in the wedding industry to understand this trend and become engaged in communicating with these women on popular social networks and communities.
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