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UNIT 1 Understanding Event Management 

Event management is the process of planning, organizing, executing, and 
evaluating events, ranging from small gatherings to large-scale conferences. It 
involves coordination of logistics, budgeting, marketing, venue selection, risk 
management, and ensuring a smooth experience for attendees. Successful event 
management requires creativity, problem-solving skills, and strong organizational 
abilities. 

 

A. Types of Events 

Events can be categorized into several major groups based on their purpose and 
audience. The main categories include: 

1. Corporate Events 

 Business Conferences 
 Seminars & Workshops  
 Trade Shows & Expos 
 Product Launches 
 Corporate Retreats 

 

2. Social Events 

 Weddings 
 Birthday Parties 
 Anniversaries  
 Reunions 
 Graduation Ceremonies 

 

3. Cultural and Entertainment Events 

 Music Festivals 
 Film Screenings  
 Art Exhibitions 
 Theatre Performances 
 Fashion Shows 



4. Sports Events 

 Marathons 
 Tournaments & Championships 
 eSports Competitions 
 Charity Sports Matches  

 

5. Non-Profit and Fundraising Events 

 Charity Galas  
 Fundraising Auctions 
 Awareness Campaigns 
 Community Service Events 

 

6. Government and Public Events 

 Political Rallies 
 Public Celebrations 
 Parades 
 National Festivals 

 

 

B. Event Planning Cycle 

Event cycle consists of five essential stages that ensure the successful execution of 
any event. These stages—Initiation, Planning, Implementation, Control & Monitoring, 
Shutdown, and Evaluation  

 

 

 

 

 



1. Initiation (Concept and Feasibility) 

The initiation stage involves defining the event's purpose, target audience, and 
feasibility. Key activities include setting objectives, identifying stakeholders, and 
conducting a feasibility study to assess financial, logistical, and resource constraints. 

Example  

A company wants to host an annual product launch for a new smartphone. 
During the initiation stage, the event team determines the target audience 
(tech enthusiasts, media, and influencers), evaluates the budget, and 
assesses whether the launch should be in-person, virtual, or hybrid. 

 

2. Planning (Blueprint for Success) 

The planning stage transforms the event concept into a structured plan. It involves 
budgeting, venue selection, marketing strategies, risk assessment, logistics, 
scheduling, and supplier coordination. 

Example  

For the smartphone launch, the event manager books a high-tech venue, 
collaborates with vendors for audiovisual setup, schedules keynote speakers, 
and initiates promotional campaigns. A detailed event timeline is created, 
ensuring all components align with the launch date. 

 

3. Implementation (Execution of Plans) 

At this stage, all planning elements come to life. The event team executes logistics, 
vendor arrangements, and guest management while ensuring the event aligns with 
its objectives. 

Example  

On the day of the product launch, the event team manages registrations, 
ensures speaker presentations run smoothly, coordinates catering services, 
and oversees the stage setup. Live-streaming is tested to engage a virtual 
audience. 

 

 



4. Control & Monitoring (Ensuring Smooth Operations) 

Real-time monitoring ensures the event stays on track. Event managers handle last-
minute changes, resolve technical issues, manage guest experiences, and ensure 
vendors fulfill their roles. 

Example   

During the product launch, a microphone failure occurs before the CEO’s 
speech. The technical team quickly resolves the issue while the emcee 
engages the audience to prevent downtime. Real-time feedback from 
attendees is collected via social media polls. 

 

5. Shutdown (Closure & Wrap-up) 

Once the event concludes, the shutdown stage ensures proper closure. Tasks 
include dismantling setups, returning equipment, settling vendor payments, and 
ensuring guests and staff leave safely. 

Example  

After the smartphone launch, the event team oversees stage teardown, 
collects rental equipment, and ensures venue cleanliness. Remaining guests 
are guided to exits, and transportation arrangements are managed. 

 

6. Evaluation (Post-Event Analysis) 

In this final stage, the event's success is analyzed based on key performance 
indicators (KPIs), attendee feedback, and financial reports. Strengths and areas for 
improvement are documented for future events. 

Example  

Surveys from attendees, media reviews, and social media engagement 
metrics are analyzed to measure the impact of the smartphone launch. A 
debriefing meeting is held to discuss what worked well and what needs 
improvement for next year’s event. 

 

 



Summary 

To successfully plan and execute an event, consider the following factors: 

1. Define Objectives – Understand the purpose and goals of the event. 
2. Budget Planning – Allocate resources wisely, ensuring cost control. 
3. Venue Selection – Choose a suitable location with necessary amenities. 
4. Logistics & Operations – Arrange transportation, seating, and facilities. 
5. Marketing & Promotion – Utilize social media, email campaigns, and print 

materials. 
6. Legal & Compliance – Secure necessary permits, licenses, and insurance. 
7. Program & Scheduling – Create a structured timeline with speakers and 

activities. 
8. Technology Integration – Use event management software, online 

ticketing, and live streaming. 
9. Catering & Hospitality – Ensure quality food and beverages for guests. 
10. Risk Management – Prepare contingency plans for emergencies. 
11. Team Coordination – Assign roles and responsibilities to staff and 

volunteers. 
12. Guest Experience – Focus on engagement, accessibility, and comfort. 
13. Post-Event Evaluation – Gather feedback, analyze success, and document 

learnings. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Unit 2 The Event Planning Team 

An event planning dream team is a group of 
highly skilled professionals who work 
seamlessly together to plan, execute, and 
deliver a successful event. This team consists 
of experts in logistics, creativity, marketing, 
operations, and customer experience, ensuring 
every aspect of the event runs smoothly.   

 

A. Key Traits of a Dream Team  

1. Well-coordinated: Every member knows their role and collaborates 

efficiently.   

2. Detail-oriented: Focuses on both the big picture and minor details.   

3. Problem-solvers: Can handle last-minute changes and unexpected 

challenges.   

4. Creative & Strategic: Blends innovation with meticulous planning.   

5. Guest-focused: Ensures a seamless experience for attendees.   

 

B. Essential Roles in the Dream Team  

1. The Visionary (Event Manager) 

The leader who oversees the event, sets objectives, and keeps 
everything on track.   

2. The Master Organizer (Event Coordinator) 

Manages schedules, vendors, and on-site execution.   

3. The Logistics Guru 

Handles transportation, equipment, and venue setup.   

4. The Marketing & PR Expert 

Promotes the event, engages audiences, and secures media coverage.   



5. The Money Manager (Finance & Sponsorship and Collaboration)  

Controls budgets, negotiates deals, and secures funding.   

6. The Registration and Guest Services 

Assist with guest management, registration, and on-site operations, 
and ensures smooth catering, VIP services, and attendee satisfaction.   

7. The Security & Safety Expert 

Manages crowd control, emergency plans, and overall safety.   

8. The Tech & Production Specialist (Creative Team) 

Oversees audiovisuals, stage design, and streaming technology.   

9. Program Coordinator  

 Needed especially for events like shows, festivals, and conferences.  

Coordinates with the emcee, creative team, security &safety, and 
logistics; as well as responsible for all communication needed relating 
to the program.   

 

 

 

 

 

 

 

 

 

 

 

 



Unit 3 Event Manager  

An event manager is responsible for overseeing the planning, execution, and 
evaluation of an event.  

 

A. Their key responsibilities include 

 Project Planning: Developing the event concept, 

objectives, and strategy. 

 Budget Management: Allocating resources and 

ensuring financial efficiency. 

 Team Coordination: Assigning tasks and 

managing staff, vendors, and volunteers. 

 Venue and Logistics Management: Securing 

and organizing the event space. 

 Marketing and Public Relations: Promoting the event through various 

channels. 

 On-site Supervision: Ensuring 

smooth execution and troubleshooting 

issues. 

 Post-Event Analysis: Gathering 

feedback and evaluating success. 

 

 

 



B. Essential Tools for an Event Manager 

 1. Gantt Chart 

 A Gantt chart is a bar chart that illustrates a project schedule. It was designed 
and popularized by Henry Gantt around the years 1910–1915. Modern Gantt charts 
also show the dependency relationships between activities and the current schedule 
status (Wikipedia, 2025). 

 It is visual project management tool that displays tasks, deadlines, and 
dependencies over time. It helps event managers track progress, manage deadlines, 
and coordinate tasks efficiently. 

 

 

 

 

 



2. Other tools event managers rely on to streamline their work.  

These include: 

 Project Management Software (e.g., Trello, Asana): Helps in task 

management and team collaboration. 

 Budgeting Tools (e.g., Excel, QuickBooks): Assists in financial 

planning and expense tracking. 

 Event Registration Platforms (e.g., Eventbrite, Cvent): Facilitates 

online ticketing and RSVPs. 

 Marketing Tools (e.g., Canva, Hootsuite): Aids in promotional 

campaigns. 

 Communication Tools (e.g., Slack, Zoom): Ensures effective 

coordination with teams and clients. 

 

C. Managing Event Meetings 

An event manager must effectively conduct meetings 
to ensure smooth planning. This process includes: 

1. Starting a Meeting: Setting the agenda, 

introducing key points, and defining goals. 

2. Maintaining a Meeting: Keeping discussions 

on track, encouraging collaboration, and 

addressing concerns. 

>>Probing questions are questions that require more than just a yes/no 

response. It requires further information or explanation. 

 "What are the biggest risks or potential challenges we foresee, and how can 

we proactively address them?" 

 "How can we enhance the attendee experience to ensure maximum 

engagement and satisfaction?" 



 "Are all vendors and suppliers aligned with our timeline and expectations? If 

not, what are the gaps?" 

 "What contingency plans do we have in place if unexpected issues arise, such 

as bad weather or technical failures?" 

 "How will we measure the success of this event, and what key metrics should 

we track?" 

3. Summarizing a Meeting: Reviewing action items, assigning responsibilities, 

and confirming follow-ups. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Unit 4 Event Coordinator 

An Event Coordinator is a key professional responsible for executing the 
logistical and operational details of an event. They work closely with vendors, 
venues, and stakeholders to ensure that all aspects of the event run smoothly. 
Unlike an Event Manager, who focuses on the overall strategy and planning, the 
Event Coordinator is more hands-on with on-the-ground execution and 
troubleshooting. 

 

 

 

A. Difference between an Event Coordinator and 
an Event Manager 

 

Aspect 
 

Event Coordinator 
 

Event Manager 
 

Focus Operational execution & logistics 
Strategic planning & overall 
vision 

Responsibility 
Manages vendors, schedules, and 
event setup 

Defines event goals, budget, 
and direction 

Scope of Work Day-to-day event logistics High-level decision-making 

Decision-
Making 

Implements plans made by the 
event manager 

Makes executive decisions 

Example 
Ensures decorations, catering, 
and seating are set up properly 

Determines event theme, 
budget, and marketing 
strategy 

 

💡 Think of the Event Manager as the architect 
and the Event Coordinator as the builder who 
brings the blueprint to life! 

 

 

 



B. Responsibilities of an Event Coordinator 

An Event Coordinator's duties involve ensuring that all event logistics align 
with the plan.  

Their main responsibilities include: 

1. Venue & Vendor Coordination 

 Booking venues and confirming logistics (setup, accessibility, facilities). 
 Coordinating with caterers, decorators, and technical teams. 
 Ensuring contracts and agreements are fulfilled. 

2. Scheduling & Timeline Management 

 Creating and maintaining a detailed event timeline. 
 Coordinating schedules for speakers, performers, and staff. 
 Overseeing rehearsals and setup to ensure the event stays on track. 

3. Guest & Attendee Management 

 Managing RSVPs and guest lists. 
 Ensuring smooth check-in and registration processes. 
 Handling VIPs and special accommodations. 

4. On-Site Event Execution 

 Overseeing setup and teardown of event spaces. 
 Troubleshooting last-minute issues (e.g., missing equipment, late vendors). 
 Ensuring signage, seating, and decorations are correctly placed. 

5. Communication & Team Coordination 

 Acting as the point of contact between vendors, staff, and the event 
manager. 

 Assigning tasks to support staff and volunteers. 
 Keeping stakeholders updated on event progress. 

6. Problem-Solving & Crisis Management 

 Handling unexpected challenges (e.g., weather delays, technical issues). 
 Ensuring safety procedures and emergency plans are in place. 
 Making real-time decisions to keep the event running smoothly. 

 
 



C. Skills an Event Coordinator Should Possess 

✔ Strong Organizational Skills – Ability to manage multiple tasks, deadlines, and 

details. 

✔ Excellent Communication – Clear and effective coordination with vendors, 

staff, and attendees. 

✔ Problem-Solving Abilities – Quick thinking to handle unexpected issues. 

✔ Attention to Detail – Ensuring every element aligns with the event plan. 

✔ Time Management – Keeping the event on schedule and avoiding delays. 

✔ Interpersonal Skills – Handling client expectations, managing teams, and 

ensuring guest satisfaction. 

✔ Budgeting & Negotiation – Managing costs, negotiating with vendors, and 

optimizing resources. 

✔ Technical Proficiency – Familiarity with event management software, ticketing 

platforms, and audiovisual setups. 

D. Examples of Specific Work an Event Coordinator Needs to 
Accomplish 

🔹 Before the Event: 

 Confirms vendor bookings and delivery schedules. 
 Creates a detailed event day itinerary. 
 Conducts a walkthrough of the venue to finalize setup logistics. 

🔹 During the Event: 

 Ensures that the catering service sets up on time and follows the agreed 
menu. 

 Directs staff to assist with attendee registration and seating. 
 Coordinates with the AV team to test microphones and presentations before 

the keynote speech. 

🔹 After the Event: 

 Supervises cleanup and ensures all rentals are returned. 
 Collects feedback from vendors, staff, and attendees. 
 Assists in preparing post-event reports for the Event Manager. 



Unit 5 Event Logistics 

Event logistics refers to the physical and operational elements that make an event 
successful. It involves venue setup, transportation, equipment management, 
vendor coordination, and guest movement, ensuring everything runs smoothly 
from start to finish. 

 

A. Key Components of Event Logistics 

1. Venue Management 

 Selecting the right venue based on capacity, accessibility, and facilities. 
 Coordinating setup and teardown schedules. 
 Managing power supply, Wi-Fi, and seating arrangements. 

2. Transportation & Travel Arrangements 

 Organizing shuttle services for attendees. 
 Managing logistics for speakers, VIPs, and performers. 
 Coordinating parking spaces and valet services. 

3. Equipment & Technical 
Support 

 Arranging audiovisual (AV) 
equipment such as 
microphones, speakers, and 
screens. 

 Ensuring power backup and 
lighting setup. 

 Coordinating live streaming 
or hybrid event technology. 

4. Vendor & Supplier Coordination 

 Communicating with caterers, decorators, security personnel, and rental 
services. 

 Ensuring timely delivery of supplies and equipment. 
 Managing contracts and service agreements. 

5. Guest & Attendee Logistics 

 Organizing registration, ticketing, and check-in processes. 
 Managing crowd control and event flow. 
 Providing accessibility accommodations for guests with special needs. 



6. Security & Risk Management 

 Implementing crowd control 
measures. 

 Preparing emergency response 
plans.  

 Ensuring health and safety 
compliance.  

7. Storage & Inventory 
Management 

 Tracking event materials such as banners, giveaways, and printed programs. 
 Managing storage before and after the event. 
 Ensuring proper handling of fragile or valuable items. 

 

B. Responsibilities of an Event Coordinator in Logistics 

Main Responsibilities 

✔ Pre-Event Planning: 

 Booking venues and finalizing vendor contracts. 
 Creating a logistics timeline and checklist. 
 Arranging permits and licenses if required. 

✔ Event Day Execution: 

 Supervising venue setup (stages, seating, decorations, booths). 
 Ensuring AV and technical systems are working properly. 
 Troubleshooting last-minute issues (e.g., missing materials, late vendors). 

✔ Post-Event Wrap-Up: 

 Overseeing teardown and cleanup. 
 Returning rented equipment and 

materials. 
 Conducting logistics evaluation 

for future improvements. 

 
 
 
 
 



Unit 6 Marketing & PR Expert 

The Event Marketing & PR (Public Relations) Team is responsible for 
promoting an event, attracting attendees, and managing the event’s public image. 
This team ensures that the event gains maximum visibility through targeted 
marketing campaigns, media relations, and brand positioning. Their role is crucial for 
driving engagement, increasing ticket sales, and maintaining a positive reputation 
before, during, and after the event. 

 

A. Responsibilities of the Event Marketing & PR Team 

 

1. Event Marketing Responsibilities 

 

✔ Developing a Marketing Strategy 

 Identifying the target audience and crafting tailored promotional messages. 
 Choosing the right marketing channels (social media, email, paid ads, etc.). 

✔ Branding & Content Creation 

 Designing event branding elements (logos, color schemes, promotional 
materials). 

 Creating engaging content for websites, social media, and email campaigns. 

✔ Advertising & Promotion 

 Running paid ad campaigns (Google Ads, Facebook Ads, LinkedIn Ads, etc.). 
 Collaborating with influencers and industry partners for wider reach. 

✔ Ticket Sales & Registration Management 

 Setting up and managing ticketing platforms (Eventbrite, Ticketmaster, etc.). 
 Creating early bird promotions, discount codes, and referral programs. 

✔ Engagement & Community Building 

 Managing social media engagement (responding to comments, posting 
updates). 

 Organizing pre-event contests, giveaways, and Q&A sessions to drive 
excitement. 



2. Event PR Responsibilities 

 

✔ Media & Press Relations 

 Writing and distributing press releases to major media outlets. 
 Securing event coverage in newspapers, magazines, TV, and blogs. 

✔ Influencer & Speaker Partnerships 

 Coordinating with keynote speakers and industry influencers for event 
promotion. 

 Ensuring speakers promote the event on their channels. 

✔ Crisis Communication & Reputation Management 

 Handling media inquiries and responding to negative press or social media 
issues. 

 Managing public statements in case of unexpected incidents. 

✔ Post-Event PR & Coverage 

 Gathering and sharing post-event testimonials and success stories. 
 Publishing event recaps in media and social platforms. 

 

B. Skills the Event Marketing & PR Team Should Possess 

 

✔ Strategic Thinking – Ability to craft marketing and PR strategies that align with 

event goals. 

✔ Communication & Writing Skills – Crafting compelling press releases, social 

media posts, and email campaigns. 

✔ Social Media Expertise – Managing content and engagement across various 

social platforms. 

✔ SEO & Digital Marketing Knowledge – Understanding search engine 

optimization, PPC, and email marketing. 



✔ Graphic Design & Branding – Creating visually appealing promotional 

materials. 

✔ Networking & Relationship Management – Building media and influencer 

relationships. 

✔ Crisis Management & Problem-Solving – Handling negative press or 

unexpected PR issues. 

✔ Data Analytics & Reporting – Tracking marketing campaign performance and 

making data-driven decisions. 

 

C. Examples of Specific Work the Event Marketing & PR Team 
Needs to Accomplish 

 

📌 Before the Event: 

 Creates a promotional video and launches an event teaser campaign. 
 Secures a media partnership with a well-known publication for event 

coverage. 
 Runs a social media contest to give away free event tickets. 

📌 During the Event: 

 Livestreams keynote sessions on Instagram and LinkedIn. 
 Coordinates media interviews with event speakers and VIP guests. 
 Manages real-time social media updates and audience engagement. 

📌 After the Event: 

 Sends out post-event press releases and media coverage reports. 
 Posts event highlights and testimonials on social media. 
 Analyzes marketing metrics (ticket sales, website traffic, social engagement) 

for future improvements. 

 



Unit 6 Event Sponsorship & Partnership Team 

The Event Sponsorship & Partnership Team is responsible for securing financial 
support, in-kind contributions, and strategic collaborations that enhance the event’s 
success. This team builds relationships with sponsors, corporate partners, and 
industry stakeholders to ensure mutual benefits for both the event and the 
sponsoring brands. Their role is crucial in securing funding, increasing event 
visibility, and enhancing the attendee experience. 

 

A. Responsibilities of the Event Sponsorship & Partnership 
Team  

 

 

1. Identifying & Securing Sponsors 

✔ Research potential sponsors that align with the event’s goals and audience. 

✔ Create sponsorship packages with different levels of investment and benefits. 

✔ Develop compelling sponsorship proposals and pitch to potential sponsors. 

 

2. Negotiating & Managing Sponsorship Agreements 

✔ Discuss sponsorship deliverables, expectations, and ROI with potential sponsors. 

✔ Draft and finalize sponsorship contracts and agreements. 

✔ Ensure that sponsor benefits (branding, promotional activities, etc.) are properly 

executed. 

 

3. Building & Maintaining Partnerships 

✔ Identify strategic partners (media, influencers, vendors) to enhance event reach. 

✔ Develop mutually beneficial collaborations (co-branded promotions, giveaways). 

✔ Maintain long-term relationships for future event sponsorships. 

 

 

 



 

4. Activation & Brand Visibility for Sponsors 

✔ Coordinate logo placement, signage, and other branding elements. 

✔ Plan interactive activations (booths, sponsored sessions, product demos). 

✔ Ensure social media and on-site promotion align with sponsorship agreements. 

 

5. Post-Event Reporting & Relationship Management 

✔ Deliver post-event reports with data on sponsor exposure and audience 

engagement. 

✔ Gather feedback from sponsors to improve future sponsorship opportunities. 

✔ Strengthen relationships to secure repeat sponsors for future events. 

 

B. Skills the Event Sponsorship & Partnership Team Should 
Possess 

 

✔ Sales & Negotiation Skills – Persuading sponsors to invest and negotiating 

beneficial terms. 

✔ Networking & Relationship Management – Building and maintaining strong 

sponsor/partner connections. 

✔ Marketing & Branding Knowledge – Understanding how sponsors can 

maximize visibility and engagement. 

✔ Project Management – Organizing sponsorship deliverables and ensuring 

proper execution. 

✔ Presentation & Proposal Writing – Creating compelling sponsorship proposals 

and pitches. 

✔ Data Analysis & ROI Measurement – Tracking sponsorship success and 



reporting impact. 

✔ Creativity & Innovation – Designing unique sponsorship activations to enhance 

engagement. 

✔ Attention to Detail – Ensuring all contractual agreements are fulfilled. 

 

C. Examples of Specific Work the Event Sponsorship & 
Partnership Team Needs to Accomplish 

 

📌 Before the Event: 

 Research and reach out to potential sponsors with customized proposals. 
 Finalize sponsorship agreements and branding placement at the venue. 
 Coordinate pre-event marketing with sponsors (social media mentions, press 

releases). 

📌 During the Event: 

 Ensure all sponsor activations (booths, product sampling, digital ads) are set 
up properly. 

 Facilitate sponsored keynote sessions, panel discussions, or giveaways. 
 Capture sponsor engagement metrics (brand impressions, audience 

interaction). 

📌 After the Event: 

 Provide sponsors with post-event reports detailing ROI and audience reach. 
 Conduct follow-up meetings to gather sponsor feedback. 
 Secure long-term sponsorship deals for future events. 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Unit 7 Registration and Guest Services 

The Event Registration & Guest Services Team is responsible for managing the 
attendee experience from the moment they register to the time they leave the 
event. This team ensures a smooth check-in process, provides assistance to guests, 
and handles any attendee-related inquiries or issues. Their goal is to make attendees 
feel welcomed, informed, and well taken care of throughout the event.  

 

 

 

 

 

 

 

 

A. Responsibilities of the Event Registration & Guest Services 
Team 

1. Registration & Ticketing Management 

✔ Set up and manage event registration platforms (Eventbrite, Cvent, Ticketmaster, 

etc.). 

✔ Process ticket sales, invitations, and confirmations. 

✔ Handle discount codes, group registrations, and VIP lists. 

 

2. Check-In & On-Site Registration 

✔ Organize efficient check-in procedures to minimize long lines. 

✔ Provide name badges, event programs, and welcome kits. 

✔ Handle last-minute registrations and ticketing issues. 

 

3. Guest Assistance & Customer Service 



✔ Answer attendee questions before, during, and after the event. 

✔ Assist with seating arrangements, accessibility needs, and special requests. 

✔ Manage lost and found services for guests. 

 

4. VIP & Speaker Coordination 

✔ Ensure VIPs, keynote speakers, and sponsors receive priority assistance. 

✔ Arrange special seating, private check-in, and hospitality services for distinguished 

guests. 

✔ Coordinate meet-and-greet sessions for speakers and attendees. 

 

5. Crisis & Complaint Management 

✔ Address attendee concerns, complaints, or technical issues quickly. 

✔ Work with security teams for emergency situations. 

✔ Offer solutions for lost tickets, misplaced belongings, or schedule conflicts. 

 

6. Post-Event Follow-Up 

✔ Collect attendee feedback through surveys and exit interviews. 

✔ Provide reports on registration numbers, check-in efficiency, and guest 

satisfaction. 

✔ Send thank-you emails and updates about future events. 

 

B. Skills the Event Registration & Guest Services Team Should 
Possess 

 

✔ Customer Service Skills – Ensuring a friendly and helpful guest experience. 

✔ Tech Savvy – Familiarity with registration platforms and ticketing software. 

✔ Organization & Multitasking – Managing hundreds or thousands of attendees 

efficiently. 

✔ Communication Skills – Providing clear instructions and answering guest 



inquiries. 

✔ Problem-Solving Abilities – Quickly addressing registration or check-in issues. 

✔ Attention to Detail – Accurately managing guest lists, badges, and seating 

arrangements. 

✔ Crisis Management – Handling emergencies or guest complaints professionally. 

✔ Teamwork & Coordination – Working with event planners, security, and 

hospitality teams. 

 

C. Examples of Specific Work the Event Registration & Guest 
Services Team Needs to Accomplish 

📌 Before the Event: 

 Set up an online registration system and send out confirmation emails. 
 Prepare guest check-in stations with laptops, printers, and name badges. 
 Organize seating charts and VIP guest arrangements. 

📌 During the Event: 

 Greet guests at the entrance and facilitate a smooth check-in process. 
 Assist attendees with finding their seats, accessing schedules, or using event 

apps. 
 Troubleshoot registration issues (lost tickets, incorrect names, last-minute 

sign-ups). 

📌 After the Event: 

 Send thank-you emails and post-event surveys to attendees. 
 Analyze feedback to improve guest experience for future events. 
 Create a report summarizing attendance statistics and registration 

performance. 

 

 

 

 

 



Unit 8 Tech & Production Specialist Team 

The Tech & Production Specialist Team is responsible for managing the 
technical and production aspects of an event, ensuring that all audiovisual (AV) 
equipment, lighting, staging, and live streaming elements function smoothly. This 
team works behind the scenes to create an immersive and high-quality event 
experience for both in-person and virtual attendees. 

 

A. Responsibilities of the Tech & Production Specialist Team 

 

1. Audiovisual (AV) Setup & Management 

✔ Set up microphones, speakers, projectors, and video screens. 

✔ Test sound levels and ensure clear audio for speakers and performers. 

✔ Operate mixing consoles, soundboards, and video switchers during the event. 

 

2. Lighting & Stage Design 

✔ Design and install appropriate lighting setups for different event segments. 

✔ Ensure stage visibility, ambiance, and effects align with event themes. 

✔ Operate lighting controls to adjust brightness and effects during presentations. 

 

3. Live Streaming & Virtual Event Support 

✔ Set up and manage live streaming platforms (Zoom, YouTube Live, Facebook Live, 

etc.). 

✔ Ensure smooth video transmission and troubleshoot technical issues in real time. 

✔ Manage hybrid event technology, integrating in-person and virtual components. 

 

4. Presentation & Content Management 

✔ Load and manage PowerPoint slides, videos, and digital content for presentations. 

✔ Coordinate with speakers to ensure their presentations are displayed correctly. 

✔ Provide teleprompters and cue systems for seamless speech delivery. 



5. Equipment Maintenance & Backup Planning 

✔ Perform pre-event testing of all tech equipment to prevent malfunctions. 

✔ Have backup systems ready (extra microphones, spare cables, power backups). 

✔ Quickly troubleshoot and resolve any technical issues that arise during the event. 

 

6. Post-Event Tech Breakdown & Evaluation 

✔ Dismantle and pack all technical equipment safely after the event. 

✔ Analyze technical performance and document areas for improvement. 

✔ Provide event recordings and media files for post-event distribution. 

 

B. Skills the Tech & Production Specialist Team Should Possess 

 

✔ Technical Proficiency – Understanding of AV equipment, stage production, and 

digital media tools. 

✔ Problem-Solving Abilities – Quick thinking to resolve technical malfunctions. 

✔ Attention to Detail – Ensuring sound, visuals, and lighting are optimized. 

✔ Time Management – Setting up and running production schedules effectively. 

✔ Team Coordination – Working with event planners, speakers, and performers. 

✔ Crisis Management – Handling unexpected power outages, connectivity issues, 

or equipment failures. 

✔ Knowledge of Live Streaming & Hybrid Events – Managing virtual and in-

person experiences. 

✔ Adaptability – Ability to adjust technical setups based on event needs. 

 

 

 

 



C. Examples of Specific Work the Tech & Production Specialist 
Team Needs to Accomplish 

 

📌 Before the Event: 

 Conduct a full equipment test (microphones, speakers, projectors, lighting). 
 Set up stage and lighting arrangements according to event plans. 
 Coordinate with speakers and presenters to test their presentations. 

 

📌 During the Event: 

 Manage sound mixing for live performances and speeches. 
 Operate lighting transitions during stage performances. 
 Monitor live streaming feeds and troubleshoot connectivity issues. 

 

📌 After the Event: 

 Pack and store AV equipment and stage materials properly. 
 Edit and deliver event recordings for social media and promotional use. 
 Conduct a debrief on technical successes and areas for improvement. 

 

 

 

  

 

 

 

 

 

 



Unit 9 Program Coordinator 

The Event Program Coordinator is responsible for designing, organizing, and 
overseeing the event’s schedule, ensuring that all sessions, activities, and speakers 
align with the event’s objectives. This role involves meticulous planning, coordinating 
with multiple stakeholders, and managing time-sensitive schedules to create a 
seamless and engaging experience for attendees. 

 

A. Responsibilities of the Event Program Coordinator 

 

1. Program Development & Scheduling 

✔ Design the event agenda, including keynote sessions, panels, workshops, 

entertainment, and networking breaks. 

✔ Ensure smooth transitions between different event segments. 

✔ Coordinate with stakeholders to prevent scheduling conflicts. 

 

2. Speaker & Presenter Coordination 

✔ Identify, invite, and confirm speakers, panelists, and 

moderators. 

✔ Gather speaker bios, headshots, and presentation materials. 

✔ Organize rehearsals and ensure speakers are prepared for 

their sessions. 

 

3. Session & Activity Management 

✔ Plan breakout sessions, workshops, and interactive segments. 

✔ Allocate appropriate time slots and venues for each activity. 

✔ Ensure session materials, seating arrangements, and technical requirements are in 

place. 

 

 

 



4. Collaboration with Other Teams 

✔ Work with the tech team to ensure AV and 

presentation needs are met.  

✔ Coordinate with marketing to promote key 

sessions and speakers. 

✔ Communicate with the registration team for 

session sign-ups and attendance tracking. 

5. On-Site Program Execution 

✔ Oversee the live execution of the program to 

ensure timely session starts and transitions. 

✔ Provide support to speakers and moderators 

during the event. 

✔ Make real-time adjustments if sessions run over 

time or unexpected changes arise. 

 

6. Post-Event Program Evaluation 

✔ Collect feedback from attendees and speakers on session quality. 

✔ Assess what worked well and what needs improvement for future events. 

✔ Compile reports on attendance, engagement, and session success. 

 

B. Skills the Event Program Coordinator Should Possess 

 

✔ Organizational Skills – Ability to create structured schedules and manage 

multiple sessions efficiently. 

✔ Time Management – Ensuring strict adherence to the event timeline. 

✔ Communication & Coordination – Working with speakers, sponsors, and event 

teams. 

✔ Problem-Solving Abilities – Making quick decisions to resolve scheduling 

conflicts or last-minute changes. 

✔ Attention to Detail – Ensuring all program elements are well-prepared and 

executed. 



✔ Interpersonal Skills – Handling speaker requests and attendee inquiries 

professionally. 

✔ Flexibility & Adaptability – Adjusting to last-minute changes in the program. 

✔ Tech Savvy – Familiarity with event apps, digital schedules, and presentation 

software. 

 

C. Examples of Specific Work the Event Program Coordinator 
Needs to Accomplish 

 

📌 Before the Event: 

 Develop a detailed event agenda and confirm all time slots. 
 Coordinate with speakers to finalize their presentation topics and 

requirements. 
 Collaborate with the tech team to ensure all AV needs are met for each 

session. 

📌 During the Event: 

 Oversee session transitions and speaker introductions. 
 Address timing issues if a session runs longer or shorter than planned. 
 Provide real-time updates to attendees via event apps or announcements. 

📌 After the Event: 

 Gather feedback from attendees and speakers about the event flow. 
 Analyze session attendance and engagement. 
 Make recommendations for improving the event program in future editions. 

 

 

 


