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Specialist in Event Management

Organising and Executing a Successful Event

I ntroduction

Anyone hoping to integrate events into their PR and marketing efforts must take this
training course on event management specialists. Events enable opportunities for face-
to-face communication that give business professionals the most powerful means of
influencing investors, clients, and colleagues. Any company trying to establish its brand
and position can benefit from well-run, seamless events.

This course gives participants a thorough understanding of all the fundamentals of event
management, enabling them to either more closely oversee contractors who organise
their events or successfully plan their own events.

This Course N Carry training course's main highlights are:

What benefits may events offer your marketing and PR strategy?

Techniques for scheduling events to be planned and executed

Practical advice on selecting a location, handling the stage, and selecting dining options
Using the media at your events to increase the number of results

Tips for taking care of visitors and following VIP protocol

Objectives

Upon completion of this training programme, attendees will possess an
awareness of how to use events into their PR or marketing plan.

¢ An event can be scheduled and planned by the delegates.

¢ The delegates will possess knowledge about various events they are anticipated to
participate in, as well as the prerequisites for their effective execution.

e The ability to choose the best locations and activities for their events will be granted to the
delegates.

¢ With confidence, delegates will be able to handle the media at their events.

e The ability to debug event planning will enable delegates to spot possible issues before they
arise.

Training M ethodology



The delivery method for this Event Management Specialist training course will be a mix
of group discussions, group activities, and presentations. As the training session goes
on, attendees will be encouraged to ask questions that pertain to their individual
experiences and the needs of their companies.

During the final group exercise of this training session, participants will be able to put
what they have learned over the last five days into practice.

Organizational impacts

¢ Increased financial return on investment from events

e More targeted events as part of their PR or marketing plan to uphold and improve their
reputation More noteworthy events targeted at the appropriate audiences

¢ An internal resource with the ability to either directly plan events

e Employees with more knowledge to oversee event management vendors on a project basis

¢ Employees who can provide strict financial and schedule oversight of events
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¢ Enhanced self-assurance in handling event coordination or supervision of event coordination
vendors

A solid theoretical foundation on which to decide what kind and structure of event to use

A deeper comprehension of the procedures involved in event planning

An awareness of the key components of event planning

Better concentration supported by straightforward guides and checklists

Improved time management opens up more creative possibilities.

Who should attend?

Anyone who is new to the ideas and realities of this area of corporate
communications but is likely to be in charge of organising events for their
company should take this Course N Carry Event Management Specialist training
course.

e Senior and middle managers responsible for supervising specialised subcontractors or
executing activities directly

e Senior operational managers in charge of overseeing groups whose duties encompass event
coordination

e Senior managers up to the board level are in charge of the organization's effective utilisation
of events and their strategic use as part of its PR and marketing strategies.

Course Outline
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Day 1

Events' Place in a Public Relations or Marketing Plan

¢ A Synopsis of Public Relations and How Events Fit Into the Six Point PR Plan and PR

Transfer Process

Evaluating your requirements

Selecting the Event to Meet the Goals and Target Audience
An Overview of the Various Event Types Available

Crafting an Effective Event Proposal

Day 2

The Theory and Practice of Event Planning

Scheduling as the Long-Term Plan

Event Running Order: When an event takes place
Budget: personnel, supplies, and financial
Selecting the ldeal Location for Your Goals
Layout of Space for Various Events: Seating, etc.

Day 3

Organising the Event's "Stage Management"

e On-Brand, Dining and Entertainment, Health and Safety

e Welcome Desk: Corporate Identity, Staging, and Set Up and Management Sets

e At your event: food, entertainment, and music
¢ Remaining Secure: Evaluate and Incidences

Day 4

Taking Care of the Media at Your Events

Creating News by Holding an Event

Press announcements and invites to the media

The Gifts, Press Pack, and Press Office

Interviewing and Briefing Interviewees Making a Final Record
¢ Filming and Taking Photos Using Your Own Media
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Day 5

VIPs, invitations, and tying everything together

Process of Invitations for Various and Customs
Dealing with High-Level Executives

Welcome, Greetings, Hosting, and Goodbye
Aftercare Establishing a Team for Event Management
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