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CHAPTER 1:
Introduction

VISUAL HERE

Working as an events manager can be
exciting, challenging, and stressful.
This guide will introduce you to some of
the career opportunities and challenges
that exist in the diverse field of events
management, and
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will give you tips on how to make a success of your
career in this field.

It will also take you through the 3-step process to
follow if you want to become an events manager.
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CHAPTER 2:

Your Career as an Events
Manager

VISUAL HERE

Events managers are highly sought after by individuals and
organisations across a variety of industries.
They are hired to plan events of all sizes, ranging from
private weddings and parties to large corporate events, music
festivals and sports tournaments.

// Page 3

BECOME AN EVENTS MANAGER

As an events manager, you
will be able to choose
whether you want to:
o Work as an in-house

events manager for a
company.
o Work for an events
management company.
o Work on a freelance or
part-time basis.
o Start your own events
management business.
o Specialise in a particular
area of events
management, such as
wedding planning or sports
events management.
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Working in-house as an events manager:
You may be able to work for a large company that requires you to
plan product launches, trade show exhibitions, conferences, and
staff functions.

Working for an events management company:
You may be able to gain experience in planning events for
different industries, and you may have the opportunity to plan a

wide variety of events. You may also be expected to help source
new clients.

Working on a freelance or part-time basis:
As a freelance events manager, you are responsible for finding all
your own clients, and for building relationships with service
providers and other industry professionals. A major advantage of
working as a freelancer is that you can do it in your spare time
from home, even if you are in full-time employment in another line

of work.
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Starting your own events management business:
Once you have the necessary skills, experience and resources, you
can decide to open your own events management business. While
this can be challenging and stressful, it can also be highly
rewarding.

Specialising in a particular area of events management:
Depending on your own background, skills and interests, you may

decide that you want to specialise in planning particular types of
events, such as weddings, sports tournaments, or music festivals.
One advantage of specialisation is that you can work towards
building a reputation as the best events manager in your niche.

// Page 6

CHAPTER 3:

Become an Events Manager
Using These 3 Steps

In the section that follows, we take you through the 3 steps
involved in becoming a successful events manager.

Keep in mind, however, that these steps are flexible: events
management is diverse, and there are many different routes

you can take towards becoming an events manager.
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STEP 1:
Gain the necessary skills
There are no formal training requirements for becoming an
events manager. However, you still need to gain the skills
somehow, and the best way to do this is usually by
studying an events management course at a reputable
training institute.
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By studying an events management course, you can
quickly learn how to:

•

Communicate effectively with clients, team members
and suppliers.

•

Draft an event schedule.

•

Draw up an event budget.

•

Identify and manage risks in relation to an event.

•

Market an event.

•

Evaluate the success of an event.
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When choosing an events management course:
•

Make sure you choose a course that will equip you with
relevant practical skills.

•

Make sure that you choose a course that is offered by
an accredited college or university.

•

Make sure that you will be able to ask for help if you
get stuck with your course work.

•

Consider studying part-time via distance learning – this
will give you more flexibility, and will allow you to start
working while you complete your course.

VISUAL
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Click here to view
a list of Events
Management
Courses
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STEP 2:
Gain relevant experience
Experience is a key factor when it comes to finding work as
an events manager. Employers and clients want to know
what you are capable of before they hire you, and the only
way for them to know this is by looking at your experience.
Gaining initial experience in events management may seem
like a daunting task – but it doesn’t have to be. You can
gain experience by:
•

Volunteering to work as an events manager’s assistant.

•

Volunteering to manage events for charity organisations.

•

Planning events for friends and family members.

•

Creating a portfolio in which you illustrate all the practical work
you have done.
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Practical experience will also help you to develop and
refine the skills and characteristics that you need to
succeed as an events manager, including:

•

Communication and interpersonal skills

•

Flexibility and adaptability

•

Leadership and teamwork skills

•

Time management skills

•

Attention to detail

•

Problem-solving skills

•

Tactfulness
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As you gain experience, you will begin to establish a
reputation for yourself. And in the events management
industry, your reputation can have a decisive impact on
your career.

If you develop a reputation for exceeding budgets, failing
to meet deadlines, and arguing with your team members,
you will struggle to find clients. But if you develop a
reputation for exceeding client expectations, coming up

with creative solutions to problems, and communicating
effectively with all the parties involved, you will have little
difficulty in securing new projects.
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STEP 3:
Market your skills
Once you have acquired the necessary skills, and gained
relevant experience in events management, it’s time to
market your skills as an events manager.

You can do this by:
•

Networking with industry professionals.

•

Building professional relationships with suppliers and service
providers.

•

Creating a website (where you showcase your skills and
market your services).

•

Establishing a presence on social media.

•

Keeping your portfolio up to date, and making it available to
prospective clients.
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As an aspiring events manager, you need to make an effort
to market your skills effectively.
By using the suggestions listed above, you will increase
your presence in the industry, and you will be able to make

potential clients and employers aware of what you have to
offer.
Keep in mind that events management is a competitive
industry, and that you will have to do something to set

yourself apart from your competitors, such as making a
name for yourself in a particular field, establishing the right
relationships, and providing top quality services.
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CHAPTER 4:

Tips for Success in Events
Management

In this chapter, we share some of our secret tips
for achieving success as an events manager.
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1. Make sure that you understand your client’s expectations
before you start planning, and keep an open channel of
communication with your client throughout the event
planning process.

2. Focus on delivering on your client’s expectations, and
don’t allow your own tastes or preferences to interfere
with your decision-making.

3. Be flexible, and be willing to adapt to change. It is quite
likely that your client will change his/her mind during the
planning process, or that you will need to change some
of the plans at the last minute.

4. Choose the right people to help you execute the event,

and make sure to hire reliable and reputable service
providers.
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5. Make sure that you are aware of (and adhere to) any
laws and regulations that pertain to your event. If you
are planning a music festival, for example, you need to
make sure that the maximum noise level will not be
exceeded, and if you are planning an event where alcohol
will be sold, you need to make sure that you have a valid
liquor license from the local authorities.

6. Remember to evaluate the success of an event once it
has taken place. This will help you to identify areas where
you can improve when planning future events.
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Are you serious about
pursuing a career as an
Events Manager? Register for
your Events Management
Course today!

