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Year 2: Junior Event
Coordinator

As a Junior Event Coordinator, you will play a crucial role in
supporting the planning and execution of events. This entry-level
position offers an opportunity to learn and develop skills in event
coordination, including logistical planning, vendor coordination, and
client communication. Your role involves assisting senior event
coordinators, contributing to various aspects of event planning, and
ensuring the successful delivery of events. The roles and tasks
include:

1. Event Planning Support:

a. Assist in the development of events plans including
timelines, budgets, and proposals.

b. Collaborate with senior event coordinators to
understand client needs and objectives.

2. Logistics Assistance:

a. Support logistical coordination, including venue
selection, transportation arrangements and equipment
setup.

3. Vendor Coordination:

a. Assist in researching and contacting vendors, including
caterers, decorators, and audio-visual providers.

b. Support the management of vendors contracts and
services.

4. Budget Tracking:

a. Assist in creating and maintaining event budgets.

b. Track and report on expenses, ensuring adherence to
financial constraints.

5. Client Communication:

a. Communicate with clients to gather information,
provide updates, and address inquiries.

b. Support the implementation of client preferences and
adjustments to event plans.

6. On-Site Support:

a. Provide on-site assistance during events, ensuring that
all elements are in place and running smoothly.

b. Collaborate with staff and vendors to address any
issues that may arise.

7. Marketing Assistance:

a. Contribute to event marketing efforts, such as
preparing promotional materials and assisting with
social media campaigns.
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b. Ensure that marketing materials align with client's
brand and messaging.
8. Guest Services Support:
a. Assist in coordinating registration processes and
providing support to event attendees.
b. Contribute to creating a positive and welcoming
experience for participants.
9. Post-Event Evaluation:
a. Support the post-event evaluation process by
gathering feedback and analysing data.
b. Assist in identifying for improvement and implementing
changes for future events.
10. Team Collaboration:
a. Collaborate with team members across departments to
ensure effective communication and integration of
tasks.

Top characteristics for this role:
e Enthusiasm for event planning and coordination.
e Strong organisational and time management skills.
e Excellent communication and interpersonal abilities.
e Willingness to work flexible hours.

Related Learning Outcomes:

e Building a Professional Network (LO2)

e Sustaining a Professional Network (LO2)

e Creating valuable solutions for the hospitality industry (LO5)

e Implementing and evaluating innovative solutions for the
hospitality industry (LO5)

e Tactical Leadership (LO6)

e Strategic Leadership (LO6)
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Year 3: Event Coordinator

As an Event Coordinator, you will be responsible for planning,
organizing, and executing a variety of events, ranging from corporate
meetings and conferences to social gatherings and celebrations. Your
role involves coordinating logistical details, liaising with clients and
vendors, and ensuring the seamless execution of events. Your
creativity, organizational skills, and attention to detail will be crucial in
delivering successful and memorable events. The roles and tasks
include:
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Event Planning:

a. Collaborate with clients to understand their event
requirements, objectives, and preferences.

b. Develop event proposals, timelines, and budgets based
on client needs.

Logistics Coordination:

a. Coordinate all logistical aspects of events, including
venue selection, catering, audio-visual requirements,
and transportation.

b. Secure necessary permits and licenses for events.

Vendor Management:

a. Source and negotiate with vendors, including caterers,
decorators, and audio-visual providers.

b. Manage vendor contracts and oversee their services
during events.

Budget Management:

a. Develop and manage event budgets, ensuring cost-
effectiveness and adherence to financial constraints.

b. Track and report on expenses throughout the event
planning process.

Client Communication:

a. Maintain regular communication with clients to provide
updates, gather feedback, and ensure their
expectations are met.

b. Address client concerns and adjust plans as needed.

On-Site Coordination:

a. Oversee on-site event setup, ensuring all elements are
in place and running smoothly.

b. Coordinate with staff and vendors to address any issues
that may arise during events.

Marketing and Promotion:

a. Contribute to event marketing efforts, including the
creation of promotional materials and social media
campaigns



b. Work with clients to ensure events are aligned with
their brand and messaging.
8. Guests Services:
a. Coordinate registration processes and provide support
to attendees.
b. Ensure a positive and welcoming experience for event
participants.
9. Post-Event Evaluation:
a. Conduct post-event evaluations to gather feedback
and assess the success of the event.
b. Analyse data to identify areas for improvement and
implement changes for future events.
10. Team Collaboration:
a. Collaborate with cross-functional teams, including
marketing, design, and finance and ensure all aspects of
events are seamlessly integrated.

Top characteristics for this role:
e Strong organisational and multitasking skills
e Excellent communication and interpersonal skills
e Ability to work flexible hours.

Related Learning Outcomes:
e Reflecting on personal sustainable mindset (LO7)
e Reflecting on professional sustainable mindset (LO7)
e Global citizenship - adapt own contribution effectively (LOS8)
e Understanding professional behaviour (LO9)
e Solving professional and ethical issues (LO9)
e Strategic Business Improvement (LO1)
e Sustaining a professional network (LO2)
e Strategic Decision Making (LO3)
e Strategic Forecasting (LO4)
¢ Implementing and evaluating (LO5)
e Strategic Leadership (LO6)
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