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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. 
	1. Explain the duties and responsibilities of an Event planner/ coordinator. 
The duties of an event planner can be divided into pre-event, during and post-event. The pre-event is where most of the crucial work happens. This is where the purpose of the event is decided and different aspects of the event such as the food and drink, accommodation, transport, speakers and the itinerary is finalized. Another key aspect is budgeting, keeping a clear record of all the expenses and incomings will ensure that the planner can make sure that the event is kept in budget and we don’t go into any loss. The itinerary is important part as it briefs everyone from the audience, volunteers and planner can know the exact schedule of events and see if the event is running on time, ahead or late the event the planner needs to make sure that there are enough workers or volunteers ushering people and looking after the speakers so the event runs smoothly. Post-event a cleaning up team needs to be organized so the venue is return to its original conditions. In addition, an evaluation form must be sent out to the volunteers on how the event was run and to the audience, if applicable, to get feedback on how they found the event and whether it was beneficial or not.
2. Outline the main tasks involved in event planning. 	
Planning an event may involve many tasks but there are some aspects of event planning that are shared no matter the event. Some tasks such as researching the concept or idea so that a goal is set and the planners know what the audience will gain out of the event or leading workers or volunteers so the event runs smoothly, these are common for all events bus task such as catering or accommodation wouldn’t be relevant to certain events. Locating a suitable venue that is easily accessible with public transport or has car parking space is also a big part of the event planning since it’s a key aspect that makes people decide whether they want to attend or not. Other tasks such as invitation cards are very specific on the type of event being held.
3. What are the five W’s in Event Creation and what is their importance when planning an
event? 
The five W’s of even creation are the why, who, when, where and what. The why enables us to figure out the aim of the event. Without a purpose the event won’t come together and have an impact on the audience. The next question we ask ourselves is who, this allows us to identify out target audience then tailor the event to meet their needs. If a target audience isn’t set before the event planning starts then the parts of the event might appeal to some but not other. This will result the turn out to be lower as the audience will be receiving conflicting information. The next question is when, we don’t want the event to be set on a time where everyone will be busy, it should be when everyone is free, for example a conference at the end of the term will have a bigger turnout compared to a conference in the middle of term as students will be busy and less likely to accommodate their times for the event. The next question is where, if the location is easily accessible either via train or bus, then people are more likely to come because if transport isn’t as straightforward then people that want to come would rather not so they don’t have to worry about it. The event planners could incorporate transport in their event either it’s free or the price of transport is added to the price of the ticket. The last question is what, this is the most important aspect of any event. This is where the main theme of the event is decided upon. If the concept doesn’t suit the event then even if the location or date of the event it best suited, the target audience wouldn’t want to come to an even that isn’t relevant to them.
4. How should an event planner evaluate a venue to make sure that it best serves the
event’s requirements?
When the event planner evaluates the venue, they need to check the size of the room is it enough for the expected turnout, arrangement of chairs is it adjustable, accessibility of the rooms is it accessible all day or only at specific times. Other things such as the location of toilets that are around the room where the main event will be held. Promotional activities including display banners and shipping service the event might require should be inquired about and checked beforehand.
5.‘An event planner is a person with appropriate skills for making timely decisions.
As an event planner, you oversee your team, the audience and various other parties that you are in contact with. Being a timely in your decisions allows you and your team to move along the planning so either the decision works out for the best and the team can continue or if the decision wasn’t that applicable then the team works together to find the next best solution which is utilised and work can continue. If decisions are being made late then even mistakes are made the effects will be felt later rather than earlier where they can easily be rectified.




















Student Statement:

[bookmark: _GoBack]By submitting this assignment, I confirm that this is my own work.



	Student Signature
	Ekram Omer
	Date
	29/11/2017




For Tutor / Assessor Use Only
	Total Marks
	

	Marks Obtained
	

	Percentage / Grade
	






	
image1.png
ﬁ
o R




