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Events Manager

>> What does the work involve?

As an events manager, you would be responsible for organising and running all kinds of promotional, corporate and social events. You would control the whole project, from initial planning, making sure that all elements come together on schedule, to running the event on the day. Your job would typically include:

• discussing what the client wants

• coming up with original ideas for events

• agreeing budgets and timescales with the client

• researching venues, contacts and suppliers

• negotiating prices with suppliers and contractors

• booking venues, entertainment and any necessary equipment and supplies

• hiring and supervising contractors such as caterers and security

• marketing and publicising the event

• making sure that everything runs smoothly on the day

• ensuring that health and safety and insurance regulations are followed.
You might specialise in organising a particular type of event, such as parties and weddings, exhibitions and conferences, advertising product launches, or fundraising events.
>> What background and experience will employers look for?

A qualification in events management from a college or university is an obvious starting point for the career, but you could, in fact, come to events management from a range of backgrounds. Employers will often accept relevant experience in other areas such as hotel work, travel or public relations. You may also have organised events as part of your role in a job such as personal assistant, marketing executive or human resources officer. One very practical step you can take before thinking about a career in events management is to gain useful experience by organising events and activities in your personal or social life. Paid or unpaid work at events in your area is also a good way to make contacts in the industry.
>> What skills will I need?

• excellent organisational skills and multitasking ability

• good communication and people skills

• a creative approach to problem solving

• a high level of attention to detail

• the ability to work under pressure and to meet tight deadlines

• good negotiating skills

• budget awareness

• IT skills

• the ability to work both as part of a team and also on your own initiative
• enthusiasm, energy and a positive attitude
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