Explain the duties and responsibilities of an Event planner/ coordinator. 
Event planners work on a multitude of events with one goal in mind: to make the event run smoothly. Their job is to cover every aspect of a large, organised meeting from start to finish. Event planners work closely with their clients to determine the purpose and scope of an event. The client establishes the time and location, and sets a budget for the planner. Working under these parameters, the event planner seeks bids from local meeting places and service providers. The planner supervises setup for the event, including the use of equipment such as sound systems and video screens. While the event is in progress, the planner works to keep the guests and host satisfied and strives to meet their needs. A successful planner makes sure the event stays on schedule and that featured speakers or performers are prepared and cued. At the conclusion, the event planner is responsible for supervising cleanup. The planner meets with the client to review the event, discuss bills and receive payment.

Main Tasks Involved in Event Planning
· Undertaking research activities
· Creating a unique design for the event
· Selecting an ideal site and venue
· Catering arrangements
· Making arrangements for transportation
· Creating unique invitation cards and dispatching them to guests
· Coordinating and supervising workers
· Making provision for accommodation
· Evaluation of the event

What are the five W’s in Event Creation and what is their importance when planning an event?  
The 5 Ws of event creation are: why, who, when, where, and what. 
· Why are we putting on the event?
· We need to understand the reason why we want to hold this event and how this event will be of benefit
· Who do we want to come to the event?
· We need to select a target audience which we hope will attend our event. Once this has been established we will be able to cater for their needs during the event itself by tailoring it to suit our audience
· Our marketing plan will be adapted depending on who we want to come to the event
· When is the best time to stage the event?
· We need to know when is the best time to maximize event attendance
· This will help us to avoid clashes with other events
· Where is the best place to stage the event?
· We need to develop criterion for suitable venues. The venue must satisfy the needs of the event as well has being easily accessible and convenient for the attendees
· This will help us to create an enjoyable atmosphere
· What concept will best serve the purpose of the event?
· A concept or theme is vital for success of an event. A concept that is unique will set apart a “good’ event from an “excellent” event. 
· It is important to brainstorm an “attractive’ good quality concept to ensure the event is delivered to a high standard.

How should an event planner evaluate a venue to make sure that it best serves the event’s requirements?  
· The event planner must evaluate the capacity of the venue. Will it be large enough for the number of people you expect to attend your event? Are the rooms that you will be using large enough? 
· The accessibility of the rooms and the adjunct facilities for example the toilets should be assessed. The physical state of the facilities should be assessed also; they should be attractive, safe and well maintained.
· Accessibility of the venue for attendees should be considered. Is there good transport links? Is the venue in close proximity to an airport and motorway?
· When making arrangement with the venue owners, it is vital to find out to what extent promotional activities that can be carried out
· The planner should also find out whether or not the following audio-visual systems are available: a projector, fast internet facilities and TV monitors
· The catering options should be looked at, as a planner will catering be provided externally or by the venue itself? If you are relying on the venue to provide catering then the planner should ensure the food provided best serves the needs of the attendees.

An event planner is a person with appropriate skills for making timely decisions. ‘Discuss 
[bookmark: _GoBack]It isn’t uncommon for unexpected problems to arise during an event. Decisions made by the event planner can be quite crucial at critical moments. You must be able to quickly assess a situation and react accordingly taking into consideration all of the consequences. The skills attributed to timely decision making includes dealing with high pressure situations and having a high analytical ability. An event planner must make logistical choices based on fact rather than on assumptions and emotions. However, making timely decisions doesn’t mean making decisions immediately but instead ensuring goals and plans are set in advance to make a decision in a timely manner. It is possible to overdo timely decision making and jump to a conclusion and take action before reasonable consideration of the information. The event planner may get caught up in decision making for its own sake and do so to avoid debate and personal discomfort. Therefore to conclude an event planner must achieve a balance in order to take the right approach to decision making. 
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