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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. Short Questions:

 i. Identify a potential target audience for an event in each of the following sectors: 
a) Sporting – Football Foundation – sport fans, competitive teams and football communities.
 b) Corporate – Mercedes Benz – Motorists, Large and successful business that are interested in high quality brands and sport racing (Formula 1).
 c) Leisure – Festival – Young adults that enjoy music and parties.
 ii. Explain the importance of identifying other events in advance, which may directly compete with the one you are going to organise.

 iii. What is customer service? Customer service means making sure all customers are happy, it is customers chance to let the company/business about their opinions and what they are and aren’t happy with. Also, what can the business do to keep the customers happy.

 iv. Outline the customer service skills required by an event planner/coordinator.
Organisation – This is very important because it’s always good for the planner to have everything in order so if any customer would like to see go through the plans, the customer will be able to see how organised the planner is.

Good Negotiator – This is a good skill for customer service as it helps the event planner get more business, as an event planner it is important for the planner to be able to have good negotiation skills to achieve good relationships with great suppliers.
Motivation – It is a great skill to be motivated constantly, this will help yourself and your team to be positive and have their eye constantly on the ball, this will help people around them to be motivated and create a successful event.

2. Explain the importance of the following resources required to promote an event.
3. 
 a) Time – Been able to manage time is important when planning an event as everything should be organised, and on schedule.
 b) Budget – Budgeting is important as all planners should make sure everything is on target but also can provide everything asked and requested.
 c) Staffing – Staffing is an important resource as many events require hosting and entertainment. Staff help make a successful event.
d) Equipment – Equipment can be from sound system to decoration furniture, regardless this are main things needed in all events.

 3. Write short notes on the use of the following: 
a) Radio communication – This could be used to promote an event, help build the right audience for any event.
b) Telephone equipment – This can be used an any event if it is available for guests, it can also be used to give, and pass on information to and from the venue, or even for important calls to emergency services.
 c) CCTV – CCTV equipment can be used to help with security whilst the duration of an event. It can also help maintain the premises.
d) Alarms - Alarms can help secure venues, making sure the building is secured and if any problems occur emergency services are alerted. 
e) PA Systems – A PA system can be used for entertainment for all events. This can help maintain large crowds. 
 f) Screens, Score boards – In some events such as Game events to football events… Screens and score boards can help fans and guests keep up with important information and give them an idea of what is happening.
g) Loud hailers – A Loud Hailer can be used for a wide audience or a loud event.

Activity 

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

What type of event was this? Formal or informal? 
Formal
How many people attended and what was their back ground; were they family, friends, acquaintances, neighbours, and work colleagues- who was involved and why? 
Family wedding with about 200 people
Was there anything unusual about the event- such as, special costumes or a historic venue? No, but a coloured theme
d) Is the market for wedding in your locality changing? If so, how? Yes, it’s becoming more modern and creative.
e) Are these changes due to social factors, if so, what are they? Yes, People like to keep up with new things such as celebrating their wedding aboard, later finishing times and more colourful.
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