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

a) Sporting 

· Gym owners, 
· Personal trainers, 
· Sports club owners e.g Rugby or football club owners and their members.
· Local Tennis club owners and members. 
· Physio Therapists, 
· Healthy living ambassadors,
· Healthy living food company owners and their teams.   

b) Corporate 

· CEO’s of local business’s, 
· Office based companies and teams, 
· Charity organizations who wish to work with corporate companies, 
· Healthy living organizations. 
· Office building owners, 
· Sponsors,
· Companies that wish to get involved into the corporate industry for funding.





c) Leisure 

· Families, 
· Local business’s in the community, 
· Charities, 
· Small business owners e.g. food companies, refreshments businesses. 
· OAP population, 
· Sponsors, 
· Investors, 
· School and college attendees. 

_______________________________________________________________


ii. Explain the importance of identifying other events in advance, which may directly compete with the one you are going to organize.

It is incredibly important that you do you research in terms of any other events taking place at the same time as your event within the lead up to your event in good time so that you can ensure that you have the advantage in offering your event attendees something unique and ensuring that you are providing your guest’s with activities/performances that are different to what your opposition is offering. 

Ensuring that your planning team and colleagues do not disclose any of the event plans and arrangements to anyone that does not have authority to ensure to prevent the opposition from copying what you have worked hard to provide your client and their guests. 



iii. What is customer service? 

Customer service is everything when it comes to running a successful business. Your customer must always be at the top of the list of priorities if you want to run a long lasting and successful business. 

Customer service is making your client feel valued and important. It is made up of many factors but one of the key contributing factors is communication. Ensuring that you keep in as much contact as the client requires and always delivering on the promise to ensure the customer is never left confused or wondering what is happening.

A great rapport and trust is also very important when delivering excellent customer services and that will only be possible if the event planner delivers on every agreement and more in terms of the level of service provided. 

_______________________________________________________________

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

Detail-oriented

Attention to detail is one of the skills that is in the highest regard. The planner must be able to spot anything that the average Jo couldn’t in order to provide an excellent service but also in order to ensure that nothing serious is missed in the lead up and on the day/night of the event. 

Organized

Organizational skills are key, the planner must keep their skills in this area at a sharp level at all times in order to keep everything together. Journals, diaries, filing systems, e calendars are super important to keep everything ticketing over well and within the time limits that are set.  

Engaging Personality 

In event planning, a lot of the time, the client will buy into the planner due to their personality then the other attributes are taking into consideration. The planner should do their best to connect well with the client and bring the event planning process to life using their sparkly personality. 

Good Negotiator

Because of the number of different suppliers and business contacts the event planner has to liaise with, it is important for the planner to be able to negotiate effectively at the same time as keeping the relationships healthy and positive. Hard negotiation is not going to form a long lasting relationship and therefore the planner must gage when the right time is to strike up a friendly but fair deal.  

Eye for Design

Creativity is most certainly an important skill for the planner to have. Events planning is all about attention to detail and being able to produce creative ideas whenever the planner is give an event to plan. 

Energetic

Event planning is a process that requires positive and upbeat energy and therefore it is recommended that the planner takes pride in how they come across when working with the client or any suppliers and co-workers they liaise with. Ensuring light exercise is carried out so that the planner can have a clear mind as well as a healthy attitude towards long hours and stress is needed. 

Solution-oriented

There will always be a time within the event planning process and the execution of the event where an unexpected problem can arise. The planner must be able to think fast and create a sense of focus in order to be able to provide suitable solutions when this takes place. 

Motivated

For the event planner to be able to stay motivated from start to finish of the event planning and execution process is important as people working with the planner will feed off the energy that the planner puts out. The planner should be able to motivate the people around them in order to get the job done and to a high standard. 

Unflappable 

Managing to deliver great service and execute details plans under pressure is key as it is unavoidable in the event business. Stress levels will rise and there will be some time pressured situations that the planner will be faced with but it is important for the planner to be able to thrive and survive in these pressured times. 

Maintaining and demonstrating a sense of calm is great for the event planning team and client to see so that the planner leads by example. 

Resilient

There is no time for the event planner to dwell on situations that didn’t go to plan so it is important that the event planner is able to demonstrate resilience so that the show will go on and the client doesn’t feel that the event planner isn’t able to cope under such conditions. 

_______________________________________________________________


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

a) Time 

It is important that time is arranged accurately as everything relies on the time targets that are put in place in order to ensure the event runs smoothly. 

When it comes to the promotion for the event, this most certainly must be gaged as to when the perfect time will be as it is so important that attendees have enough warning of the dates of the event but also have enough time to purchase them and spread the news with their friends, family and associates on social media to ensure maximum attendance and ticket sales is achieved. 


b) Budget 

Budget is something that must be taken seriously from the very start of the planning process. The planner should liaise with anyone that is funding the event on how much they require to spend on the promotion of the event and any materials used to promote the event as early on in the process as possible. 


c) Staffing 

The different types of staff needed for an event is usually very varied but when it comes to promotion and in the day of technology, it would be advisable to look for a social media expert as well as a small number of influencers in order to get maximum exposure for the event. 

Traditional promoting materials are also still effective but more in the sense of flyers being given to the local pubs and clubs for people to see on busy nights out ( If your target market would be in these places ) it is important for the planner to research as to where the best locations to leave promotional materials. 

We designers for a temporary website for attendees to go to for details on the event. 

d) Equipment 

Technology wise, this would be social media. Looking at ways to entice the ticket buyers to attend the event by posting well marketed posts to give the event the exposure it needed. 

Email also for the mailing list and to create hype amongst the potential attendees.

Printers for the flyers.

Voice recording apps to record short podcast ads on. 



3. Write short notes on the use of the following: 


a) Radio communication 

Vital when the event is taking place for key members of staff ( Mainly security, first aiders and the main event planners to have access to ) keeping clear communication amongst all key members of the event’s team is crucial. This keeps the attendees, the planners, everyone who is at the event and around the surrounding areas safe. 

b) Telephone equipment 

It is important that before the event takes place, everyone that is at a ‘need to know’ level is given the key contact numbers for anyone that may be needed during the night. Negligence of doing this can have potentially unsafe and highly damaging effects on how the event pans out. 



c) CCTV 

For obvious reasons, CCTV is incredibly important to have on the day/night of the event. Safety primarily but also should any criminal activity take place or someone becomes trapped in a lift or confined area, CCTV will help the owners and the public services to get to the guest in need and to recover evidence should anything of a criminal nature take place.


d) Alarms 

Very important as this is a way of protection for anyone that is at the event. Fire alarms especially need to be checked before the event takes place as well as any fire prevention tools that are offered by the venue to ensure that they are all working in perfect condition. 


e) PA Systems 

Having PA systems in place for key members of the events team and the venue owner to use if needed is very important. They can be used for a number of things but they are mainly used to keep everyone safe and aware of what to do in an emergency or they are used to raise awareness of any issues that the attendees need to be made aware of. 


f) Screens, Scoreboards 

Screens and scoreboards can be used in order to reduce groups of people crowding and clogging up one area of the venue and potentially causing a fire risk or safety risk if overcrowding takes place. These should be spread out within the venue and away from entrances and exits and anywhere that people may need to get in and out of in a hurry or emergency to prevent accidents. 

g) Loud hailers

Again, another useful tool for the planner and teams to have in the preparation of the event as well as when the event is taking place. Should an evacuation need to take place, having a loud hailer will come in good use and can potentially prevent anyone who is perhaps not in the main room or hard of hearing from missing the message that something important is being announced. 

_______________________________________________________________

Activity: 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?


I have attended many weddings but most of them have been of a formal theme. I have also attended destination weddings as well as countryside weddings. 

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

150 attendees and they were a mixture of family, friends and work colleagues. 

A lot of the time, the close friends are put in charge of mini jobs that need to take place throughout the big day such as making sure the guests know where to go during the service and the reception, ensuring everyone is in the church on time, making sure everyone on the list for transport is accounted for. 
 

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

The wedding took place in an old Sussex village. The transport to the church and then to the reception was an old big red double decker bus complete with an old-fashioned bus conductor who printed tickets from an old ticket machine which was very charming. 

The theme of the wedding was the 40’s and the reception was decorated to express this era. 

The food served was based on ‘English classic’ dishes but with a high-level finish. 


d) Is the market for wedding in your locality changing? If so, how? 

I would say that the wedding business is always evolving because people will always come up with their own unique ideas as to how they would like it to go. 

There is still a big market for quintessentially British weddings but the demand for shabby chic and boho weddings is on the rise. 

Destination weddings are also incredibly popular but couples are now tending to make a holiday out of it and inviting guests for a week away with them in the sun where the wedding will take place in the middle of the holiday.
 

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


I think people are certainly more price conscious these days but also are very aware of the amount of waste that can come with wedding breakfasts as well as using up potentially non-recyclable resources for the wedding props so they are trying to think outside of the box on ways to 1. Save money but 2. To be more environmentally friendly. 
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