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Executive Summary
The purpose of this report is to analyse the specific roles needed in order to become a successful events manager, in accordance with a range of theories. The job role that will be discussed, will demonstrate the criteria of the theories, showing that high level events managers will require a full range of personal and professional attributes, as well as relevant experience and specialist knowledge.
There are many skills needed to be considered employable, for example, communication, reliability, flexibility and organisation skills. Event managers would need specific skills such as, multi-tasking, attention to detail, business skills and creativity. Additionally, specialist skills for the events industry could be, experience in the sector, recommendations from previous employers, availability to commit to the job, knowledge of budgeting, contacts with stakeholders or sponsors and lastly, negotiating and problem-solving skills. 
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Introduction
Anderson describes event management as ‘an ever-changing landscape of new creative ideas, new ways to do things, new technology, new rewards, and new challenges’, (Anderson, 2010). The standards of the event industry were developed by the International Special Events Society (ILEA). The ILEA have separated the profession categories into employed by a corporation and an independent planner, (www.ilea.com). While Berners (2017) splits this down into in-house, external specialist and venue event manager. 
There are many attributes that people must acquire in order to be employable, such as, communication, reliability, flexibility and organisation skills. Event managers in particular, would have to have qualities such as, multi-tasking, attention to detail, business skills and creativity, to name but a few. Furthermore, specialist skills for the events sector may be, experience in the field, recommendations from previous employers, availability to commit to the job, an understanding of how to budget, contacts with stakeholders or sponsors and also, negotiating and problem-solving skills. 












Content Analysis
An event is something of importance which could take place in a many destinations and venues and in many forms. Events may either be planned or unplanned (Allen et al, 2006). Additionally, Getz describes events as an experience outside of normal choices and a new opportunity to experience leisure, social and cultural encounters, (Getz, 1997). 
This report will discuss the skills needed to be a successful Events Manager for a job advertised with TSR Legal Recruitment in Swansea. The job will role will include handing events from the initial venue ‘sourcing through contracting, pre-event logistics, event execution and finally through to invoicing’, (www.tsrlegal.co.uk). The job advert describes a high-level role requiring the successful candidate to take complete responsibility for a variety of local, national and international events. 
TSR Legal Recruitment describes the client as a ‘large international organisation’, which organise both small and major events. Therefore, the candidate must be flexible and able to travel to work. Some managers may have to engage with foreign customers if an event is based abroad, meaning that the person would need to have good communication skills, but also, able to ‘work with multiple stakeholders, vendors and customers’ as they may all be of different cultures and therefore, have opposing views on the events industry, (www.tsrlegal.co.uk). 
Many events managers have built their skills of the industry through means of ‘corporate hospitality and entertainment, travel agency and tour operation, theatre and media’, (Shone & Parry, 2004, p.45). It would take a lot of time and work experience to achieve these skills. The TSR Legal advert describes two of their required competencies as ‘proven track record of organizing and planning successful events’, and ‘demonstrated event execution experience and leadership’, (www.indeed.com). Applicants would have to gain this experience prior to putting themselves up for the job in order to get considered against other possible candidates. 
Shone and Parry (2004) further go on to discuss the importance of the supplies and distribution of an event. A manager would have to assist arrivals and manage the flow of people, equipment, supplies, performers and crew prior, during and post to the event. This would require the manager to have good communication skills, have the ability to work with multiple stakeholders, vendors and customers and also, be able to operate in pressurised situations with a given deadline, all of these skills are required by the TSR Legal role discussed previously. 
Furthermore, Shone and Parry (2004) state that most managers will keep a database of general listings for the suppliers, therefore, requiring the manager to be PC informed and have knowledge of Microsoft Office, this is another requirement of TSR Legal Recruitment.  
TSR Legal Recruitment require the successful candidate to ‘possess strong communication skills to communicate across marketing and other departments’ and also, able to manage ‘marketing objectives successfully’. Marketing is a vital skill in the events industry, it is the key to being successful as it is where most consumers will find out about the event and where buying decisions are motivated. In the events industry, marketing includes ‘…motivation to attend, sponsor, donate, purchase or volunteer’, (Anderson, 2010, p. 79).
As well as industry specific skills, this job role also requires high-level business skills, necessitating the candidate to operate independently, while being a proactive team player and having the ability to multi-task. The role holder would also possess excellent negotiating skills, be able to work to tight deadlines and pressurised situations. 
Such skills are categorised by Hawkins (1999, cited in Gravells, 2010) as people skills, self-reliance skills, generalist skills and specialist skills. People skills refers to communication, cultural awareness, team work and leadership skills, all of which are required by the discussed employer. TSR Legal Recruitment ask their candidate to be a ‘pro-active forward-thinking team player’, therefore, requiring the person to be good at team work. The role also requires the applicant to have strong communication skills across marketing and various departments, meaning they would need cultural awareness and communication skills as listed by Hawkins. Leadership skills within the industry are also a prerequisite. 
Self-reliance skills include action planning, initiative and networking in accordance with Hawkins’ theory. These skills are required to be successful in the discussed job as they ask the applicant to be able to use their own initiative and work independently and have a record or organising and planning events successfully. 
Generalist skills are concerned with commitment, flexibility and problem solving. TSR Legal would like their candidate to be able to work in high-pressure situations, which means the successful candidate would have the ability to problem solve to make the situation less stressful, and also, to be able to work on multiple projects at the same time. The applicant must also be committed and flexible as the role requires complete ownership of events and international travel. 
Lastly, specialist skills consist of organisational knowledge, technical skills and specific knowledge of the job being referred to. The person applying for this particular role is required to manage budgets, timelines, business expectations and marketing objectives, and would, therefore, need to possess good organisational knowledge, but also specific knowledge of the events industry in order to meet the business expectations successfully and market the organisation appropriately. 














Conclusion 
This report has demonstrated the various skills and attributes required to become a successful events manager. Many of these are specific to the events industry, while others relate to more general management employability traits. The role profile analysed, highlights the criteria in the theories discussed, showing that high level events management will require a full range of personal and professional attributes, as well as relevant experience and specialist knowledge. 
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Personal CV.
Personal Information
· Millie George.
· 5 Lon – Y – Cob, Gowerton, Swansea, SA4 3QL.
· Home: 01792 872575
· Mobile: 07896886328
· Email: millie.george@hotmail.co.uk
Summary
Experienced sales assistant with strong communication and relationship-building skills. Excellent at juggling multiple tasks and working under pressure.
Personal Statement
I have been interested in the organisation of events from a young age. Being a part of a dance school was an interesting role for me, not just for the performing side of things, but also being involved in the arrangement and production of the show. During the summer holiday’s I helped my cousin plan her upcoming wedding. This is where I found that I had a great interest in putting effort into a perfect organisation, one which will impact people's lives greatly. I had a keen eye for detail during this task and attempted to complete everything for the exact day my cousin wanted. This event was a very successful one, all family and friends were thoroughly satisfied throughout the whole day which encouraged me to want to pursue a career in events management from seeing the entertainment I can help bring to people. One of my most recent experiences of planning an event involved a two-night trip for my friend's surprise, 18th birthday party. This included, booking the premises and music, organising food, drink and invitations, writing detailed travel and event information for guests and ensuring that everything necessary was situated on site pre-arrival. This was all done within a budget and was a successful event. This experience has demonstrated to me that I am passionate about pursuing a career in events management and prepared me for my time in university. Furthermore, I thoroughly enjoy attending music events and festivals in my spare time and have a keen interest in how they can be accomplished. I have a strong educational background and my A Levels in particular have equipped me with good organisational skills and the ability to focus on the task within a given time frame. These skills, along with my passion and experience I believe place me in a good position to successfully complete a degree and have a successful career in events management.
Skills
Fast Learner		Very Organised
Highly Dependable		Sales Experience
Excellent Attention to Detail	Customer Focused 
Work History
Sales Assistant, 07/2013 to 01/2014
Richard Saunders – Gower Heritage Centre
Sales assistant in coﬀee shop and gift shop. Also assisted with animal care in the centre.
Sales Assistant, 09/2014 to 01/2015
Richard Rowberry – Moda
Greeting customers and assisting them with matching outﬁts and completing the sale at the till. Merchandising to
include tagging and stocking items in store, insuring displays were immaculate at all times and dressing mannequins.
Assisted with the annual fashion show, greeting clients, serving drinks, dressing fashion models and post show sales.
Project assistant, 06/2015 to 07/2015
Michael Draper – College of Law, Swansea University
Assisted in the online development of a student transition project. Part of a focus group to establish transition issues,
reviewed course content as it was being produced, wrote a glossary of legal terms and tested online functionality.
Child Minding, 07/2013 to Current
Self - employed – Various areas of Swansea
Child minding for my brother and other children of family and friends.
Sales Advisor, 09/2016 to Current
Kim White – Schuh, Swansea
Greeting customers, offering advice to customers on products, maximising store’s income targets by offering multi sales and alternatives if a customer’s choice is not in stock, processing refunds, exchanges, orders and check and reserves, using a stock levels system to check and locate if shoes are available, ensuring areas of the shop are clean and tidy and ensuring the safety regulations are maintained, making sure all items that are removed from display are replaced immediately, handling customer complaints in a calm manner, managing cash and payments devices and counting up tills at the end of the day. We also provide a kid’s shoe fitting service, this requires training and a different service approach to adult customers. Merchandise includes price stickers, lacing shoes, inserting display fillers and swing tags on sale items. It also includes re-merchandising brands by displaying them in terms of best sellers to catch the customers eye, along with the correct ‘point of sale’ brand cards.
Hospitality and Sales Advisor, 03/2018 to Current
Joshua Pryer – Recruitment Manager of Arc Recruitment, Cardiff
Working on a bar, VIP or hospitality box serving food and beverages, selling merchandise.
Work Experience and Volunteering
Stewarding, 11/2017
Deb Checkland – Volunteers Organiser at ‘Do Not Go Gentle Festival’
Greeting spectators, scanning and selling tickets, providing colour coded wristbands, checking in VIP’s and helping with any enquiries people had, directing them and providing information on the event.
Hospitality (Bar Work) – Anthony Joshua V. Joseph Parker boxing – Principality Stadium, Cardiff, 31/03/2018
Joshua Pryer – Recruitment Manager of Arc Recruitment Cardiff 
Setting up the bar before the gates open, greeting customers, pouring pints and serving food and beverages, using a till, taking cash and giving change, using a card machine, counting money in the tills at the end of the shift and cleaning the bar.
Education
GCSE: 2014
Bishopston Comprehensive School - Bishopston
English Language - B
English Literature - B
Maths - B
Science A - C
Additional Science - C
Art - A
French -  C
Welsh - B
Physical Education - C
Welsh Baccalaureate - Pass
Level 3 Diploma: Criminology, 2015 = Pass.
Gower College Swansea - Gorseinon
GCE: A Level, 2014-2016.
Gower College Swansea - Gorseinon
English Language & Literature = C
Psychology = C
Law = D

Certiﬁcations
Royal Academy of Dance Grade 6 Ballet Distinction.
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Personal cover letter.
 
	Millie George
	

	millie.george@hotmail.co.uk

	

	07896886328

	5 Lon Y Cob, Gowerton, Swansea, SA4 3QL



	
		Millie George
TSR Legal Recruitment
28 ST Mary Street, 3rd Floor Cardiff, Cardiff, CF10 1AB
Dear Millie George,
I wish to apply for the role of Events Manager, currently being advertised on indeed.com. Please find enclosed my CV for your consideration. 
As you can see from the attached CV, I have numerous events based work experience and volunteering, and I believe that they have set me in a good place to have built up my knowledge and skills in the industry, making me a fitting candidate for the role. 
In my current role as a Sales Advisor at Schuh Swansea, I have been responsible for reaching daily targets and increasing revenue through sales techniques and excellent customer service. I have achieved and gone above these targets in many occasions.
I am very confident that I can bring this same standard to your company with my previous experience and expertise. I believe I can contribute actively to the business as soon as possible. 
Thank you for your time and consideration. 
Sincerely,
Millie George
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The job advert discussed. 
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Career Guidance


· 		Home Legal Jobs Direct Hires Job Dashboard Legal Blog Your Career


Event Manager
by Sallie Jones
· Full Time
· Permanent
· Swansea
Competitive
Event Manager
The Role:
A large international organisation requires an Event Manager to join their team on a full-time basis. The ideal candidate will be responsible for varied events through the entire process, from sourcing to invoicing. You will handle events from initial venue sourcing through to contracting, pre-event logistics, event execution and finally through to invoicing.
You will have complete ownership of specific events, which can vary from small to major training events, trade shows and complex strategic summits. This role will involve international travel and as a result the successful candidate must be flexible.
Main Responsibilities;                 
· Source and located suitable venues within the stated city where the vent is planned.
· Negotiate with venue locations to suit the brand requirements and suitability to for event intent.
· Monitoring marketing activity to ensure KPI’s are being met
· Liaising with instructors to confirm travel arrangements and any other requirements.
· Courseware planning, ordering and subsequent logistics to ensure all arrives at the event on time.
· Working closely with the venue for final arrangements of event.
· Oversee transport arrangements
· Oversee capacities issues at smaller events and classroom training events
· Daily administration of delegate evaluation sheets
· Deposit and Final invoicing to ensure the budget is met at event costs.
· Ownership and continuous improvement of relevant back-office business processes
Skills required;
· A pro-active forward-thinking team player.
· Ability to use own initiative and work independently.
· Excellent communication skills.
· PC literate with good MS Office skills.
· Ability to perform multiple activities simultaneously.
· Proven track record of organizing and planning successful events.
· Ability to manage budgets, timelines, business expectations and marketing objectives successfully.
· Experience in and event management.
· Excellent written and oral communication skills as well as presentation skills.
· Demonstrated event execution experience and leadership.
· Detail Oriented and be able to work on multiple projects at the same time.
· Able to work with multiple stakeholders, vendors and customers.
· Travel to events.
· Able to work in high-pressure situations and deadline driven.
· Must possess strong communications skills to communicate across marketing and other departments.
Salary: Competitive
Location: Swansea, Mumbles
Type: Full time, permanent.
Contact Rachel Phillips for a confidential discussion or apply below.
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