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Executive Summary
 The O2 Arena is currently looking for an ‘assistant production manager’ to assist their growing team (appendix 3.1) as well the Hilton looking for an event planner (appendix 4.1) and CFC Interiors looking for a wedding list planner (appendix 5.1). The employers are expecting the applicant to have qualifications and experience in the same or similar industry. The following report will discuss the different roles in the events industry and the skills needed to get the chosen jobs.
Introduction
There is more to the event industry than just festivals; the purpose of the following report is to inform the reader of the possible jobs an event student can get. The event industry includes many locations such as landmarks, fields or even offices. Events range from conferences, to festivals, to wedding planning, to carnivals. There are many jobs a student can gain when studying events, these include: bar staff, food and beverage, manager roles, hotel work, etc. 
The writer has researched careers in the event industry and has chosen an ‘Assistant Production Manager’ for the O2 Arena and due to it being a well known business that is very competitive to work for. The Job is high up in the event industry as the O2 arena is an event stadium which holds activities and events every day. The O2 welcome the most famous celebrities to perform at the arena which is why the job will be so popular as well as their high security and safety measures. The applicant will need skills and experience that stand out from the rest. The following report will include the skill requirements to apply for the role and will give an introduction and description of the role the applicant is applying for. Another competitive career that is advertised is The Hilton Hotel who is searching for an event planner in Cookstown. The writer choose certain advertisements due to the amount of applicants applying, for the popular jobs, so that research can be gained for the reader to gain knowledge on what qualifications and experience they may need to achieve if looking for a job in the events sector. Finally the last job chosen is a wedding list planner for CFC Interiors. Many event students wish to become wedding planners; it is also a very competitive job in the events industry.
An assistant production manager works under the supervision of the production manager who will give them tasks to complete for the business to run accordingly. Some of the tasks include assisting with delivering the production operations in the arena (Aeg Europe, 2018), producing event plans and communicating with external and internal stakeholders.
An event planner at a hotel will work with many types of events such as conferences, weddings, birthdays and social groups. Their tasks will involve teamwork to increase sales, produce a memorable event for a client, building relationships with customers, and team up with the management of the hotel to create events (Hilton, 2018).
As a Wedding list manager, the daily tasks would be to manage a small team, produce a wedding list service for customers, and attend wedding fairs on behalf of CFC interiors, (indeed, 2018).


Content Analysis 

	Career
	Skills & experience needed

	Assistant production manager for the O2 arena.
	· Positive team player
· AutoCAD trained
· Production experience
· Committed
· Flexible
· Work under pressure
· Multi task
· Excellent communication skills
· Track record in building internal and external relationships with diverse business areas
· Must have IOSH H&S qualification or higher

	Event planner for the Hilton hotel
	· Innovation and creativity skills
· Organisation and administration skills
· Good communication skills with a  positive attitude
· Confident telephone manner
· Excellent IT skills
· Good grooming standards
Advantageous but not necessary
· Previous experience in events or conference 
· Ability to handle negotiation

	Wedding list manager for CFC Interiors
	· Driving license
· Desired work experience in sales or in a similar industry
· Previous management or supervisory experience is advantageous



Discussion
Communication skills is an important skills when applying for a job as the employee will engage in approaching customers on a daily basis as well as their team members; it is crucial that the customer or co workers understand you for tasks to be successful, whether it’s to organise an event or give advice to a customer planning their event. Administration skills and IT skills are necessary in most jobs when applying in the event sector. Due to new technology being introduced, it is vital an employee knows the basics so that they can easily be trained on the organisations computers or machinery. Telephone manner and academic skills can be important as you may have to contact stakeholders or customers formally. Grooming standards are very important as the way a person is dressed and mannered gives the first impression of the organisation. Desired work experience in a similar role or industry is always advantageous because the organisation likes to employ someone who knows what they’re doing and have dealt with situations in the past that may come again in the chosen career. Multi-tasking, flexibility and commitment is important as the job roles advertised in the report are hard work and long hours.
Summary
To conclude the 3 job advertisements all expect similar skills and experience due to them being competitive and popular for job seekers. Most careers in the event industry that was researched needed communication skills, confidence and IT skills. The jobs required more skills than experience in the industry, although experience is advantageous. To receive an interview for the jobs, a CV with the requirements stated in the advertisements would be necessary but a cover letter may stand out from the crowd. While a CV tells the employer what qualifications and skills you have, the cover letter will inform them of how much you want the job. The writer’s CV is shown in the appendix (1.1) and the cover letter is shown as (2.1).
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· 2.1 - Cover letter
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· 3.1 - Job advertisement 1 – o2 arena
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· 5.1 – Wedding list manager
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Job Title Assistant Production Manager

Salary £, 30-33,000 per annum, plus benefits
Hours of Work (@ Permanent

Location @ The 02-The 02

Closing Date Thursday 10th May 2018

Job Description

We are hiring a Assistant Production Manager to join our Production Team at The O2.

You will produce event plans, compliant to venue H&S procedures and current guidance and legislation, ready for
final sign off by the Venue Production Manager.

Assisting with delivering the production operation in the arena and special event spaces, ensuring safe and
operationally efficient events; you'll also provide support and advice on production related matters to external and
internal stakeholders.

Supporting with the planning and delivery of venue reconfigurations to ensure all event formats are delivered against
approved SOPs in the required timeframe; you'll assist the Production Manager with the management of the supplier
contracts ensuring they are run operationally and commeraially efficiently.

You will also ensure all venue production requirements are met and communicated across the relevant internal
departments and that all departmental projects are carried out to comply with relevant Health and Safety legislation
and poliov.
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and polioy.

We are looking for someone who is AutoCAD trained with Production and/or Rigging experience. You will also have
your IOSH H&S qualification or higher.

A positive team player who is organised, committed and flexible in their approach to work; you must be able to work
under pressure, multi-task and prioritise your work and be able to cover the large number of events we stage each
year.

With excellent verbal and written communication skills with a strong track record in building good internal and
external working relationships across diverse business areas and functions; you will have a commitment to
delivering the best.

In return, our staff benefit from a group private pension plan, private medical insurance, life assurance, EAP, 50% off
travel on MBNA Thames Clippers, Cyole to work Scheme, Season Ticket Loan and discounts at bar and restaurants
at The O,

Owned by AEG, one of the leading sports and entertainment presenters in the world, The O2 sits within the AEG
facilities arm of the business.

Since 2007, The O2 has become the multi-award winning home of world-class entertainment. The 20,000 capacity
venue has hosted Monty Python, the BRITs, ATP tennis World Tour Finals, Led Zeppelin and more.

AEG is an exciting and innovative place to work, and offers a competitive package, including training and
development and the chance to be part of a fast moving and energetic organisation.
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Event Planner- Hilton Birmingham Metropole (JOB B

NUMBER: HOT0547Q)

Work Locations: Hilton Birmingham Metro National Exhibition Centre Birmingham B40 1PP.

An Event Planner with Hilton Hotels and Resorts will ensure smooth planning of events from 2 to 2000 attendees
whilst maximising hotel revenue and ensuring an excellent guest experience.

What will I be doing?
As the largest conference hotel outside of London we deal with large and diverse events, an Event Planner will
be creating and inspiring with innovative ideas to deliver exceptional bespoke events.

As Event Planner, you will maximise revenue opportunities in the areas of weddings, conventions, social groups,
conferences and events by driving sales leads and increasing conversions. The Event Planner wil interact
frequently with Guests and customers with the intention of earning repeat and expanded business. Specifically,
an Event Planner will perform the following tasks to the highest standards:

+ Seek proactive opportunities to increase sales and sales convention within team,

+ Create unique and bespoke events for our clients utilising our food and beverage experiences, production
company & expertise

« Focus on a consistently executed up-selling approach

+ Build strong relationships with customers to fully understand their needs

+ Armange and carry out Hotel show rounds delivering wow moments

+ Ensure the complete administration and execution of all planned events

+ Participate in hotel promotional activities

« Work with 3rd Party suppliers

+ Liaise with Senior Hotel Management Team in planning of key events.

What will it be like to work for Hilton?
Hilton is the leading global hospitality company, spanning the lodging sector from luxurious full-service hotels
and resorts to extended-stay suites and mid-priced hotels. For nearly a century, Hilton has offered business and

H O Type here to search
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leisure travelers the finest in accommodations, service, amenities and value. Hilton is dedicated to continuing its
tradition of providing exceptional guest experiences across its global brands. Our vision “to fill the earth with the
light and warmth of hospitality” nites us as a team to create remarkable hospitality experiences around the
world every day. And, our amazing Team Members are at the heart of it all!

What are we looking for?

An Event Planner serving Hilton Worldwide Brand hotels and vacations are always working on
behalf of our Guests and working with other Team Members. To successfully fill this role, you
should maintain the attitude, behaviors, skills, and values that follow:

+ Good organisational and administration skills

« Positive attitude and good communication skills

+ Commitment to delivering  high level of customer service
+ Confident telephone manner

« High level of IT skills

« Numerate

« Excellent grooming standards

+ Creativity and innovation

It would be advantageous in this position for you to demonstrate the following capabilties and
distinctions

+ Demonstrated previous experience working in the Conference & Events function
Knowledge of the hotel property management systems

Delphi Experience

Function Diary Management

Ability to handle negotiation and overcome objections

EOE/AA/Disabled/Veterans
Schedule: Ful
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Giftware & Wedding List Manager

Company Info
CFC Interiors - Cookstown
CFC Interiors Ltd was established in 1975 and today is one of Irelands leading Interior
o Design and Home Furnishing Retailers. Branches are located in Cookstown, L'Derry
ollow

(Campsie) and Newtownabbey.

Getjob updates from CFC Interiors
With accolades such as Ulster Tatler Interior Design Store of the Year and Getting Married in

Northern Ireland Best Wedding List provider, this award winning store has something for

CFC Interiors everyone
CFC Interiors CFC Established in 1975 Departments include Cookshop & Giftware, Beds & Bedroom Furniture, Upholstery, Dining,
CFC Interiors, Ulster Tatler Interior

Do Stors o Veor nd B Occasional, Carpets & Rugs, Outdoor Fumiture & BBQ and of course Interior Design at the

Wedding Gift List Provider, heart of the business.

GFC Interiors offer a Free Interior Design Service and have experienced designers at each
of their branches.

GFC's ethos is Caring For Customers — and it is their mission to delivery top quality product
at keen prices to all their customers. They are proud to host the Fumiture Show Northem
Ireland annually.

We are looking to recruit a full time Giftware Manager to join the Giftware and Wedding list
team in our Cookstown store.

Responsibilities:

« Managing a small team of Giftware and Wedding List Advisors
« Liase with and build relationships with our key suppliers
« Offer exceptional customer service_and encour:

H O Type here to search 4

e / train team members to do same.
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« Offer exceptional customer service, and encourage / train team members to do same

« Offer advice on and demonstrations of our products to ensure a friendly shopping
experience

« Manage and encourage a smooth wedding list service to our customers, which
involves provision of a full online service and follow up

« Be knowledgeable about store layout, products and stock availabilty

« To merchandise and display giftware products in a creative and eye catching manner
and ensure staff are trained to do so

« Oversee layouts and maintenance of window and intenal displays

« Oversee stock counts and all stock management process within the store

« Have thorough knowledge of service standards required in Giftware

« To handle and follow up on customer complaints or problems

« Attending wedding fairs on behalf of CFC

Desired Work Experience

« Previous retail sales experience in a similar industry would be desirable
« Supervisory/Management experience would be distinct advantage
« Driving License (drive between branches for training and wedding fairs is required)

Salary - Is negotiable and will depend on experience. Please note this position requires
weekend/bank holiday working

CFC Employee Benefits

« Staff discount in stores
« Wedding List Commission scheme

o Wesiflald iooinoace
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« Westfield Healthcare
« Paid weekly
« Pension Scheme

Job Type: Full-time
Experience:

« Management: 1 year (Required)
« Retail Sales: 1 year (Required)

Job Location
« Cookstown (Required)
License or certification:

« Driving License (Required)

30+ days ago - Save Job

Apply Now

Please review all application instructions before applying to CFC Interiors.
Apply Now

Other Jobs You May Like
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Megan Jones

37 Heol Will Georgs

Waunarlwydd, Swansea SAS 4RS
07426480456

‘E-mail: megand Tjones@outlook com

Personal Statement:
Taman enthusiastic, hardworkingperson, whois alwvays motivatedto go the extramile to complete
tasks and provide the best service. Duting my time spent working in environments such as café work
andvolunteering, Ihave gained experience dealing ith hundreds ofpeople every day. Duetome
havinga strong work ethic, Thave developedmy interpersonal skill and I feel very comfortablein
‘my approach and commuricating with members ofthe public. I work well underpressure, asIhave
had experience working during extremely busy timesin my previous employment at Coast Cafe. Iam
alsoa goodteamplayer, working as part of a teamhas been  crucialpart of past work experience in
allmyjobs andbeing ableto co-operate withall kinds of peopleis something] do wel. I also work
equally well onmy owm. I alwvays embrace the opportunity to leamnew skils, and welcome any
chance formy abiltiesto grow and develop.

Employment Histos
* Local Aid - Buddies (vohmteer) September 2014) December (2014)
‘Worked vith youngpeople who have severe leaming
disabiltics and challenging behavior

+ CoastCaté September 2014)- January (2017)
W g . e

+ WalkaboutSwansea February (2016)- July (2016)
Served refreshments and handing alcohol.

January (2017)- April 2017)

°
&)
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 TescoDistribution Centre (Avenmouth) Aprl Q017)- Tamuary Q018) &
Warshonse operator.
Key Skills (gained by my previous employmen):
* Handingcash/card transactions + Working with Entertaining youngpeople
* Waitressing General Housekeeping * Workin a busy environment
* Inerpersonalskils * Communication skill
* Teamworkskills * Customerservice
Education:

2017-Current: Uiversity Wales Trinity Saint David (15 houssa week

Tam cunently studying anundergraduate coursein ‘Event Managemert” in Swansea.

017: Gorwer College Swansea Tycoch Campus
‘After finishing my 2 years at college Lreceived a Pass grade at BTEC Level 3 in Travel and
Tourism.

'2008-2014: Bishop Vaughan Catholic School (GCSE:

®) 4 o » (4
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Education:

2017-Current: Uiversity Wales Trinity Saint David (15 houssa week

Tam cunently studying anundergraduate coursein ‘Event Managemert” in Swansea.

20152017 Gowver College Swansea Tycoch Campus
‘After finishing my 2 years at college Lreceived a Pass grade at BTEC Level 3 in Travel and
Tourism.

'2008-2014: Bishop Vaughan Catholic School (GCSE!

Art:Grade A Photography: Grade B Graphics: Grade B
English Literature: Grade € Mathematics: GradeC  Religious Studies: Grade C
‘Physics: Grade C Grade© Chemistry: Grade C
‘Welsh Bacealaureate: PASS Language: Grade D

Hobbies and Interests:

Taman outgoingperson and alvays enjoy finding something nterestingto do. Ihave aninterest
in art and enjoy draving and sketching. Inmy spare time I enjoy socializing with fiends and
often attendlocal music events and festivals. 1 also have a passion forreadingmagazines and
online artcles as Ilke to updatemy knowledge about e latest maketp and clothing trends.

References:

Refarsnessavailable wponsequest,
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Miss Megan Jones
37 ol Will George
Swansea, SAS 485
20/04/2018
MrsRachel Dame
Production Manager
O2arena
Peninsula Square, London

Dear Mrs Dame,

Please accept my application for the ‘assistant production manager” position you currently have posted on
the 02 website. The description for this position parallels my passions and qualifications  perfectly towork
inthe event production industry with my experience of learning the aspects of events in my university
course

Having previously visited the 02 on various occasions and experiencing it as a customer | would like to
follow my passion in events and management and believe | should join an event production company, such
asyours, knowing I'd enjoy and deliver tasks accordingly. | also have all the qualifications necessary to
‘excelin this position. My current education course in niversity has provided me with the opportunity to
manage multiple events, budgets, deadlines and schedules. | have previously coordinated a variety of
events in ‘Coast Café’, such as birthdays and baby showers; some catering up to 300 individuals with

°
&)

Page: 1 of B English (UK)

=
H O Type here to search “ DO g B





image5.png
=] ) Cover Letter for an assistant production manager - Microsoft Word

calibri Body) 12 SU[T| nagbceDe AaBbCEDC

AaBbCCDC

A
B Z U - e x x A|[¥

follow my passion in events and management and believe | should join an event production company, such
asyours, knowing I'd enjoy and deliver tasks accordingly. | also have all the qualifications necessary to B
‘excelin this position. My current education course in niversity has provided me with the opportunity to
manage multiple events, budgets, deadlines and schedules. | have previously coordinated a variety of
events in ‘Coast Café’, such as birthdays and baby showers; some catering up to 300 individuals with

minimal supervision.

Ihave excellent communication skills and experience in customer service and feel I will be an asset to your
current team due to my previous skills working with a diverse population including organization members,
volunteers, event attendees, and co-workers. | am accustomed to working weekends and after-hours in all
previous jobs, 2 itis necessary in the event planning field. As an artist, | bring 2 creative and fresh
‘approach to events as well as maintain a detail oriented and organized approach to event coordination. In
my attached CV it shows I have knowledge in art and graphics in which my GCSE grades prove my creativity
skill

1am confident that my abilties and passion for events make me a successful and capable assistant
production manager. | would love the opportunity to meet with you further to discuss my candidacy and
qualifications. Thank you for your time and consideration,

sincerely,

Miss Megan Jones
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