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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. 
	Please insert your completed assignment ( in word format)  here:
Question 1
The main duties and responsibilities of an event planner/coordinator are that they should have a good formal education and a range of industrial-specific skills and theses should include the following: 
· Interpersonal and social skills
· Ability to work independently and as part of a team
· Good time management
· Analytical ability
· Communication and organisational skills
· Ability to work to deadlines, deal with pressure and be able to pay attention to detail
· Excellent computer and problem solving skills
· Have an understanding of project management software
· Have an understanding of government regulations, political, social and economic issues
· Negotiating skills
· Be creative and an understanding of marketing and public relations
Question 2
The main tasks involved in event planning are to commence with pre-planning the activities required by visualizing how the planner wants things to unfold. This would involve taking into account the number of people and their characteristics in terms of age, gender and any specific needs. The planner will need to recognise the purpose of the event. They will need to create a list of activities including seating arrangements, schedule times for activities, look at staff numbers and their responsibilities. They will also need to outline food, drink and budget requirements, look at any required transportation to and from the event and also identify dates for holding the events. A timeline will need to be created for the planning phases and also obtain written evidence of venue availability and invite required speakers to the event.
Question 3
The 5W’s are Why, Who, When, Where and What
I. Why are we staging this event?
II. Who do we want to attend the event
III. When is the best time to stage the event?
IV. Where is the best place to hold the event?
V. What concept or idea will serve the purposes of the event?
Question 4
The event planner will need to evaluate a venue to make sure the venue is adequate for the event. The event planner needs to take in to consideration the size of the room, the arrangement of chairs and the location of the toilets, sound systems and the stage. They also need to look at displaying signs to direct people to particular locations throughout the venue, how rooms will be accessed, disabled access ensuring that the facility has provision for wheelchair access at the venue and also provide information about the rules for using the facilities
The planner will need to meet with the venue sales manager, who should provide guidelines to the planner wishing to secure the venue to host the event. When making arrangements with the venue owners it is important to find out to what extent promotional activities can be carried out at the venue in terms e.g
· Information on restrictions concerning display of event information
· Provision for displaying banners, signage and directional signs
· On-site business centre and office services
· Shipping and receiving services
· The availability of a concierge or information desks and the availability of telephones in the meeting rooms.
Question 5
For the event planner to make timely decisions’ they need to have excellent organisational skills and have good logistic arrangements. It is the logistics that deal with planning, organizing and coordinating the movement of goods, equipment, services and people to their place. The consequences of logistics to events cannot be overemphasised because chaotically planned logistics can result in supplies not arriving on time. Logistic planning presupposes the most ideal venue being chosen by the planners which ensures customers, visitors, goods, and services have adequate access to and from the venue.  Adequate stipulation is also made to evacuate participants in the case of emergencies.  Planners need to also consider items which require long lead times and substantial work to be arranged for these at the earliest opportunity to ensure they are provided ahead of time. 
It doesn’t matter how much planning is done, unexpected problems may arise and so last minute problems may have to be dealt with so planners need to prepare for the unexpected. This is why it is important to prepare well in advance to deal with these issues by putting in place a contingency plan. A successful event is to plan scrupulously and have an event management plan to guide how the event should unfurl. Some of the benefits of having a plan include:
· Efficient movement of people and equipment
· The ability to swiftly respond to unexpected occurrences
· Securing long term support from clients, staff and stakeholders
· Corporate and community stakeholders will have confidence in planners and endorse more sponsorship deals for them
· Reduction in liability arising from accidents, injuries and related insurance costs 
· Reduction to any issues, there will be less cost resulting in security, repairs and cleaning activities
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