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Marking Criteria:
Explain the duties and responsibilities of an Event planner/coordinator.
An event planner is responsible for the planning, organising and coordinating of events for corporate and social clients. They must create experiences and bring their clients ideas and visions to life in order. They are involved in the planning and coordinating from the initial conception through to the execution of the event.
This involves liaising with clients to establish what it is that they set out to achieve from their event. They must ask important questions such as; what type of event do you wish to host? What is the budget for the event? How many people are you expecting to attend? What facilities do you need for the event i.e. catering, transportation, telephone and/or wifi connection etc. This allows the event planner to build an event profile on which they will base their management plan around.
Conducting research is a key responsibility of an event planner. In order to ensure the most successful outcome possible for every event, an enormous amount of research has to be conducted across every aspect. This includes but is not limited to: the site or venues, caterers, entertainment, decor, facilities such as toilets, sound and lighting, transportation and accommodation. It is an event planners duty to then coordinate and manage all of these details within the time frame and budget specified by the client.
They need to have good networking skills in order to establish a good industry base. By having connections to different venues, suppliers and entertainers, an event planner can set in place contingency plans in the event of any last minute changes.Joanne Sammels (23898). Assignment 1. Page 2 of 8.

It is important to stay in budget when planning and event. It is a planner’s responsibility to ensure that the budget set by a client is adhered to. This is where the research plays an important factor as the budget will dictate the decisions made. A planner must continually track the budget throughout the organising process to ensure budgets are complied with and to identify and resolve any over-spending.
An event planner must manage their team and staff effectively when planning and hosting their event. This involves having regular meetings with the team in order to establish tasks and objectives are being carried out successfully in a time effective manner. It also helps to identify any issues or problems that must be addressed in order to ensure the event is successful. Supervising and coordinating the team on the day of the event is also a large part of managing the team as an event planner must ensure that staff and security are where they need to be at all times.
It is an event planner’s duty to remain present and professional throughout the event to help ensure its success. They must be there to handle any problems should the arise and be able to think on their feet to come up with a positive resolution.
When planning and hosting events, it is an event planner’s duty to ensure that all health and safety standards and procedures are complied with. They must ensure that all insurances are in place prior to the event and that all member of the events team understand all health and safety obligations. This will ensure they safety and well-being of both staff and attendees.
Event planners must evaluate their events throughout the planning process and after the event. They should be able to identify best practices as well as areas that need improvement in order to ensure future success.


2) Outline the main tasks involved in event planning.Joanne Sammels (23898). Assignment 1. Page 3 of 8.

When event planning you must complete a number of tasks to ensure the successful execution of an event. This includes:
Undertaking research for the event. Reviewing a number of different options is important when sourcing sites/venues, suppliers, equipment, transport, accommodation etc. This allows a planner to analyse and compare possibilities in order to find the best option that suits the clients vision at the best price for the events budget.
Sourcing and selecting the perfect venue for the event. The event must most importantly be within the clients negotiated budget. The venue needs to be in a suitable location for the clients as well as being the adequate size to accommodate the number of guests attending. It must also have the required facilities to accommodate the event i.e. does the venue have projectors and wifi for a conferencing event? And lastly, does the venue have the correct atmosphere for the clients event. For example you may not have a wedding in a management suite as it is not a romantic, picturesque setting.
Arranging catering for the event. Negotiating the budget with the clients to establish how much can be spent on the food and beverages for the guests because you cannot buy champagne on a prosecco budget. It is important to establish with the client the number of attendees to ensure everyone is catered for and the identify any dietary requirements i.e vegan, gluten intolerances, nut allergies etc. The event planner must also identify if there are facilities at the venue or whether they are required to arrange for an off site catering company to provide for the event.
Creating and sending invites to attendees for the event. An event planner must discover which method in which invites will be sent out via the client. For example, will they be sent emails or post, or is the event public and the event will be advertised via social media, emails and posters. If the event is an invitation only function then the planner must collect the mailing list from the client in a timely manner to ensure attendees have enough notice to be able to make the event. When creating the invitations, a planner must ensure they are to the taste of the clients vision, that they suit the style of the event being held and that they contain all of the relevant information for the event.Joanne Sammels (23898). Assignment 1. Page 4 of 8.

Arranging transportation and/or accommodations for attendees of the event. When sourcing a venue an event planner must identify whether the location requires guests to stay overnight or whether organising suitable transportation will suffice. Aspects to take into consideration are; is the event run over a number of days, does it have adequate parking facilities, is it close to sufficient public transportation such as trains, is the location remote? If the event requires transportation, the planner must organise and coordinate the hiring of coaches, purchasing of train fares, parking facilities and booking flights for attendees coming from overseas. If guests require to spend the night at or near the venue the planner must find sufficient accommodation for them. They must enquire with the venue to see if guests can stay their if there are facilities to do so or source hotels and book rooms nearby the location of the venue.

3) What are the five W’s in Event Creation and what is their importance when planning an event?
Why? In order the plan an event a planner must first understand the purpose for putting on the event. What role will the event play, for example, is the event to launch a new product and showcase it to potential stakeholders or customers or is it a celebration to commemorate the work of a charity leader? By establishing why you are organising the event allows you focus on the goals and objectives specific to the type of event it is.
Who? Knowing who will be attending the event is vital in its success. By understanding the target audience, a planner can tailor the event with the client and guests in mind. There are many things to consider when planning an event for a target audience, such as; Does the attendees need access to certain facilities; can the venue accommodate the volume of people attending the event; do they have any dietary requirements or allergies, etc. Therefore knowing who is coming is very important as it forms the whole basis for the management plan and heavily influences all of the decision making.
When? It is important to select the best date and time to stage an event to ensure it does not conflict with similar events in the area or national holidays and it also helps to ensure that all of the most important attendees can make it.Joanne Sammels (23898). Assignment 1. Page 5 of 8.

Where? Where the event is the best place to hold the event is important in order to logistically coordinate it. An event planner must take into account the geographical location in order to plan appropriate travel and accommodation for all of the staff and guests. They must also ensure that the facility being used for the event cover all of the necessary requirements and meet health and safety standards.
What? Understanding the event’s concept is very important as it will allow a planner to make effective and accurate decisions to execute the event successfully. A planner may engage in brainstorming sessions with the client come up with ideas or with their team to develop proposals for clients who have not come up with a concept for their event. They can list and compare ideas and fuse them in order to create the best event possible.

4) How should an event planner evaluate a venue to make sure that it best serves the event’s requirements?
An event planner has many aspects to evaluate to ensure a venue best suits the event’s requirements. These include: the visual appearance of the venue, equipment, safety and security, catering, staffing, decor and budget.
The aesthetics of the venue is important when selecting the venue as the building or site must be structurally sound and safe for the purpose of the event. The overall physical state must be suitable for the event and it must be able to accommodate the capacity of attendees/guests. A planner must evaluate whether the venue has sufficient lighting whether that be natural or artificial lighting and does the venue have adequate facilities such as restrooms, etc.  Lastly when evaluating the premises the planner needs to ask the question, does the venue give the right atmosphere for the specified event?
A planner then must analyse the equipment required for the event and determine whether the venue has or can accommodate the required equipment. For example, if a conference and meetings event is being held does the venue have telephones in meeting room and access to wifi or internet. Does the venue have projector screens and TV monitors to accommodate conference presentations? If not, can this equipment be outsourced and brought into the venue?Joanne Sammels (23898). Assignment 1. Page 6 of 8.

All venues must comply with Health&Safety regulations and laws. Therefore, a planner must ensure that the venue meets or exceeds all standards to ensure the safety of staff and attendees of the event. The planner must be aware of the fire evacuation procedure and determine whether or not that the safety of the building and equipment is satisfactory. They must also establish if the event requires security and if the venue provides security or whether they will need to source a contractor for the event.
When evaluating a venue, a planner must establish whether the event requires catering and if so, can the venue accommodate this requirement. A planner must identify if the venue have on site facilities and staff or is the need for outside contractors required, and if so, does the venue or site have sufficient space and facilities to accommodate them. The planner must also check if the menu available from the venue compliments the tone of the occasion and meets any dietary requirements of the clients and their guests.
An event planner must evaluate whether the venue has the suitable staffing levels to accommodate all guests and execute the event successfully. They must also ensure that the staff are fully skilled and trained in their roles to ensure the highest level of service. If this is not the case the event planner must look to outsource staff to ensure there is enough staff on hand to meet the needs of every guest at the event.
It is important for a planner to see if an event requires the venue to be decorated, does the venue allow its clients to erect their own decor in their venue. They must quickly obtain the restrictions and propose possible compromises to ensure the event is decorated to the events requirements.  Once this information is obtained and finalised the planner must identify if provisions are provided from the venue or whether they must source them themselves.Joanne Sammels (23898). Assignment 1. Page 7 of 8.

Finally and most importantly, once all the evaluations have been done, a planner must ensure that it all comes within the budget set by the client. If the venue does not meet the needs of the budget an alternative needs to be found in order to keep their client happy and ensure the successful execution of the event.

5) ‘An event planner is a person with appropriate skills for making timely decisions’. Discuss.
An event planner has excellent problem solving skills which allows them to make timely decisions. They must be able to think on their feet should any unexpected problems arise to effectively make the right decision to resolve the issue in a timely and successful manner.
The ability to handle pressure allows an event planner to successfully make decisions quickly. Keeping calm and level-headed during high pressure environments allows them to successfully manage and coordinate both their team and the event.
Event planners are highly organised which allows them to mange their time effectively. They are able to prioritise important tasks and allow sufficient time to do each task required to execute the event successfully.
An event planner must be creative and have excellent attention to detail. This can result in perfectionism which can result in decisions being made not time effective. They can also let their own creative vision dominate which means that the decisions made might not reflect the clients wishes fully. They must ensure they balance both their own creativity with their clients vision to ensure the event is perfect for their client.
Being analytical can result in timely decisions being made but can also hold up or delay decision making. Analysing all of the information clients have given will allow an event planner to create a focus and make informed decisions more quickly as they have a condensed list of requirements that must be met. However, clients can sometimes be difficult and over analysing every detail can result in delays in the decision making process. Therefore an event planner must prioritise the most important details and discuss compromises that can be made if every detail cannot be met.Joanne Sammels (23898). Assignment 1. Page 8 of 8.

Event planners have exceptional interpersonal and social skills. They are also great at communicating effectively. This allows them to make decisions in a timely manner as they can extract every detail required from their clients, with a positive and friendly approach, that will allow them to make decisions based on these needs effectively.
An event planner can work well independently as well as part of a team. They have the confidence to make accurate decisions and effectively deliver information to their team. The planner can then delegate tasks to suit each team members strengths to ensure the planning and coordination of the event is completed to the highest possible standard in the timeframe provided by the client.
Student Statement:

By submitting this assignment, I confirm that this is my own work.



	Student Signature
	Joanne Sammels
	Date
	12/09/2018





For Tutor / Assessor Use Only
	Total Marks
	

	Marks Obtained
	

	Percentage / Grade
	




image1.png
ﬁ
o R




