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I. Explain the duties and responsibilities of an Event planner/coordinator.

An event planner/coordinator is responsible for the planning and deliverance of an event. They have a duty to pre-plan which requires an understanding of the event, the food and drink requirements, transport, budget, dates and organisation of entertainment. On top of this event planners have the responsibility of working with the venues to ensure all technical requirements can be met in terms of lighting and sound systems. One of the main duties is to draw up a plan and a contingency plan and within this to lay out each time and the duties for the designated person to follow so that everyone can understand what is expected. Therefore, the duties and responsibilities require an event planner/coordinator to be in-charge of the running of the event ranging from transport, catering, accommodation, budgeting to staffing, lighting, technical equipment and entertainment.

II. Outline the main tasks involved in event planning.

The main tasks of an event planner requires one to have the ability to research and create an individual and unique design for each event. The role also requires the appropriate selection of venue, organisation of transportation, catering and accommodation, the design and creation of invitation cards and their delivery, and finally the evaluation of the event. 

III. What are the five W’s in Event Creation and what is their importance when planning an event?

The 5 W’s refer to = Why, Who, When, Where, and What. The importance of each is displayed below as they ask vital questions relating to the event in order to establish the style and consistency of the event.

Why – What is the purpose of the event
Who – Who are the guests and target audience?
When – When is the best time for the event
Where – Where is the best place to stage the event to cater for all?
What – What is the concept/idea that the event is built up around?

IV. How should an event planner evaluate a venue to make sure that it best serves the event’s requirements?

In order to evaluate a venue to ensure it adheres to an events requirements a planner should speak with the sales manager to provide guidelines to secure the venue is able to host an event as well as researching the extent to which promotional activities can be carried out relating to the provision of displaying banners and signs, information on restrictions concerning information in relation to the event, the availability of an information desk, shipping/receiving services, access to telephones in meeting rooms and office services. The planner should also evaluate the facility, its audio/visual equipment, catering, staff, safety and accessibility in order to evaluate a venues suitability. 

V. When arranging for a refreshment break for a group of 1,000 people, an event planner should allow…?

An event planner should allow a) 30 minutes for a group of 1,000 people.

2. “An event planner is a person with appropriate skills for making timely decisions.” Discuss this. (6)

The role of an event planner requires a person to organise a variety of timings and activities to run smoothly together. Therefore, as part of their responsibilities for organising an event, the event planner is well practiced in structuring timings and layouts for events to take place. One aspect of this can be seen in correspondence between the event planner and companies providing items for the event. The planner has to ensure every aspect is catered for and that the company can provide on time the required amount. In addition to this, the event planner should also leave time a week or so before the event to follow up with the companies that they are on track and with technology companies check their equipment will work for the event. Therefore, due to the nature of their work event planners display appropriate skills for making timely decisions. 
Their role in budgeting too displays the roles characteristics in making timely decisions as cost can fluctuate and therefore the budget must be controlled, negotiated and confirmed in order to continue with the event or source other providers. Therefore, as discussed above an event planner does possess the appropriate skills for making timely decisions as can be seen in the construction of a plan, contingency plan and general organisation for an event.

3. Write a short note on “the benefits of successful and safe events.”

In order to ensure the smooth running of an event it is important to create a contingency plan to combat any aspect that may not go according to plan and allow the event planner to respond quickly to unexpected circumstances. The benefits of having a plan and to running a successful and safe event means putting in place a running order and timetable that ensures a variety of benefits. One being the efficient movement of people and equipment as delays can lead to complaints and slow down the event meaning other timings are effected. Similarly, by ensuring there is a plan the organisers can reduce their liability arising from accidents, injuries and insurance costs by acknowledging the potential harm and sourcing ways to avoid injury. In the same way, event planners can identify the likelihood of crises emerging and put procedures in place to reduce the likelihood of other issues occurring to limit the cost of repairs or cleaning after the event. Plans also aim to secure long term support from client, staff and stakeholders through running a successful event in order to encourage confidence in the planners for future events. This can potentially lead to more sponsorship and if an event is run successfully this indicates the result of success for the event. 

Case Study: (8)

Adam is an event planner and deals particularly in the area of special party celebrations. He received a call from a potential client, who wants the service. Their meeting has been scheduled for the next week. If Adam gets this project, what do you think would be the sequence of working procedures? (Please rewrite the following in the correct order)

a. Acquisition of permits
b. Food and catering arrangements
c. Monitoring the event
d. Decorating
e. Budgeting
f. Carefully interviewing client to establish his goals, objectives, and budget

In response to the question above, I believe the sequence of working procedures would be as follows:

F
B
E
A
D
C
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