Overview of Event Management.
Assessment One.

Explain the duties and responsibilities of an Event planner.
The overall responsibilities of an Event Coordinator are to ensure the client and the public are extremely pleased with the particular event and that it served its purpose well. Whether that be promoting a corporate business or the celebration of two people getting married - the public must always be in the forefront of your mind.

Outline the main tasks involved in event planning.
[bookmark: _GoBack]When planning any type of event, social or corporate, you must always consider the different factors involved. To allow this process to be made easier and more organised, it is encouraged to create a checklist of the main tasks before planning the event. Prior to the event, after conducting the relevant research, including looking into the particular target audience, you then have to create the appropriate event design and find the perfect site to host it on. You then have to arrange any entertainment you have planned, transportation to and from the event and sending out the invitations to all the guests. Furthermore, you must make sure to hire any employees you will need to work the event. Finally, after the event, it helps conducting evaluations to ensure your employers and the guests were highly satisfied with your service.

What are the 5 W’s in Event Creation and what is their importance when planning an event?
The 5 W’s in Event Creation are Why, What, When, Where and What. These are extremely important when planning an event because you need to understand ‘why’ we are putting on the event - the purpose, ‘who’ we need to invite, ‘when’ it is the best time to host the event and ‘where’ the best place is to host it. And finally ‘what’ concept will be the best serve the purpose of the event. All these influential questions allow you to go through all the details you need to create the perfect event.

How should an event planner evaluate a venue to make sure that it best serves the event’s requirements?
When looking at the possible venue for the event, it is essential to evaluate the location – making sure that the guests can get to and from it with ease. You also need to make sure the venue will mirror and assist the type of atmosphere you want to create for this particular event. Furthermore, the location of the toilets must be easily accessible, the venue must be lit up well and there be plenty of space. In my opinion, the public’s safety within the venue is the most important factor that the event planner needs to enquire about. An example of this is ensuring that there is emergency lightening within the venue and emergency exits clearly marked and easily accessible.

When arranging for a refreshment break for a group of 1,000 people, how long should an event planner allow for this?
30 – 45 minutes.

‘An Event planner is a person with appropriate skills for making timely decisions.’ Discuss.
An Event planner must have a number of required skills for this particular job – such as being extremely organised, have good time-management skills, a team player but also working well in adapting a leadership role. A role as demanding as this, most of the work will be time-constrained – therefore, an Event planner must be able to work under pressure and meet the timely demands of the job. Since there are so many elements to putting on an event and they all must be completed within a small window to make sure the event runs as smoothly as possible. Furthermore, there may be decisions the Event planner will have to make on short notice and rapidly, these fore-mentioned skills are essential to help in the decision-making process. I argue that an Event planner must be a person with appropriate skills for making timely decisions; to have the imagination and the creativity to envision the outcome. This then helping them to make the right decisions to thus create the perfect event.

Write a short note on ‘the benefits of successful and safe events.’
There are many benefits of successful and safe events. The most important being the public and the clients are safe and satisfied - both improving your reputation as a business and hopefully extend your cliental for the future. In addition, the more successful events the Event planner holds; the more confident they become. Thus allowing them to master their skills and the particular methods they now know work well for them. It also helps identifying the aspects of your event that, if any, didn’t work as well or could be improved to allow the next event to be even more successful and you to grow as an Event planner.

Case Study.
Carefully interviewing client to establish his goals, objectives and budget.
Budgeting.
Acquisition of permits.
Food and catering arrangements.
Decorating.
Monitoring the event.
