


Executive Summary

The purpose of this report is to provide an evaluation and analysis of a job advertisement to work within the Events Industry.
The job advertisement discussed is the role of ‘Events Manager’ working at the O2 arena in London. 
The report addresses the key skills and responsibilities of the role of an ‘Events Manager’ and how these skills apply to the industry. These key skills and responsibilities include:
The ability to work on your own initiative 
Outstanding communication skills
Creatively come up with fresh, original ideas for events
Working to deadlines

Throughout these categories the report addresses how each of the above contribute to a successful event and the importance of these skills in terms of achieving a long and successful career. 
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The Events industry is a diverse and exciting field that spans from weddings and parties to conferences and business meetings. A job in the events industry would not be subjective to one role. Being such a broad sector, a role within events could include many duties including scheduling, budget handling, client meetings or location and vendor organisation. According to The Balance, 2017, “Event management requires strong organizational, budgeting and creative skills. Those who work in event management must be comfortable with interacting with all levels of individuals inside and outside of their organization”. 
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The job advertisement that will be reviewed was publicized by the O2 London, under the role ‘Events Manager’. The key skills required for this role are advertised on the O2 website as the following:
- “The ability to work on your own initiative and come up with first class ideas for events.
- Outstanding communication skills - you`ll need to collaborate with a lot of people and ensure everyone is working towards the same goal.
- Creatively come up with fresh, original ideas for events.
- Working to deadlines and ensure all involved parties are kept up to date with the progress of each project”. 
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[bookmark: _Toc513052970]The ability to work on your own initiative 
This key skill is essential to the success of an individual as an events manager. Events can be extremely unpredictable and therefore it is imperative that the events manager is not only able to resolve a difficult situation, but also take forward thinking steps to prevent those situation’s from arising. In a theory discussed by The Nest, 2018, it is suggested “Regardless of your industry or position, showing initiative will help you stand out from your co-workers who are more comfortable just taking orders. Proper initiative in the workplace can help employers see you as management material”. This suggests that not only is initiative important in running a successful event, but it is also fundamental in developing an individual’s career as an event’s planner. 
[bookmark: _Toc513052971]Outstanding communication skills
This key skill could be considered one of the most essential requirements of an events manager. As discussed by Shone and Parry, 2004, “With a large number of people to manage, it is impossible for one individual to communicate ‘in-person’ with them all. Therefore, many forms of communication may be used to help ensure people know what to do: briefings about plans, the event programme, the emergency procedures etc”. All of these responsibilities are fundamental to the success of an event and so communication is vital in order to contribute to this success. Further importance of communication is discussed by Certified Event Management Expert, 2018, where it is suggested that “One of the biggest benefits to effective communication is productiveness.  If employees understand what is expected of them they will perform better and have a better attitude at work.  Therefore, communication in the workplace is imperative to a positive work environment”.  This theory suggests that the greater the communication by the events manager, the more productive and therefore successful the event will be. 
[bookmark: _Toc513052972]Creatively come up with fresh, original ideas for events
It could be argued that creativity is one of the most desired skills to have as an events manager. Events look to excite, and the industry is always looking for new innovative and dynamic events. As discussed by London and Partners, 2015, “Tracy Halliwell, Director of Business Tourism & Major Events at London & Partners, underlines the importance of bridging the gap between rational and emotional skill-sets in event-planning: “Ours is an industry within which logic and in-depth planning are absolutely critical to successful outcomes. Creativity and innovation are growing ever more important as clients demand event activations that set them apart from their competitors and deliver enduring memories for consumers. The experience itself is now what drives the event, but it’s only by combining pioneering ideas with concrete solutions that we can truly surprise and delight.” This suggests that stable and sensible planning are no longer enough. In today’s ever-changing industry, these essential qualities must also be collaborated with new and bold ideas in order to create a successful event. This also further suggests that creativity is a fundamental part of the event planning process and thus it is an essential quality for any individual looking to work in event’s management. 
[bookmark: _Toc513052973]Working to deadlines
The ability to work to set deadlines requires effective time management skills. In the events industry, there will always be deadlines to meet as event’s take place within a specific time period. Therefore, being able manage time effectively is a key quality needed for any event’s manager. As discussed by Evolia Training, 2018, “Time Management plays a critical part in the workplace. It can have a big importance on whether you will be successful or not and this applies to whatever industry you are in. Time Management allow you to effectively manage your time and know how to make the most of it. The importance of Time Management cannot be overestimated”. This further suggests that in order to create and run a prosperous event, time management is critical. 
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To summarise, it is evident that initiative, strong communication skills, creativity and time management are just some of the essential and hugely desired skills of an event’s manager. It is these key skills that will help determine the outcome of an event and how successful the individual is as a planner. 
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Appendix a:

Job advertisement
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Appendix b:

CV

Caitlin James-Deane
1 Fairwood Drive Baglan, Port Talbot, SA128NS
Telephone: 07763842611 Email: caitlinjd1995@gmail.com
DOB: 16-05-1995

I am a highly motivated individual with exceptional multi-tasking capabilities and the skills to work in a target driven, busy environment.

Education, Academic Qualifications and Training                                                           
                                                          
A/As level grades:
Welsh baccalaureate: A                                                                                                                                                                                                                                                                                                                            
English literature & language: B    
Geography: C             
Biology: D            
GCSE’S: 
10 GCSE’s all B grade and above including Maths, Science and English. 

Current Occupation: University student studying Events Management 
Skills Profile
-British Sign Language Level 1
-Excellent analytical and organisational skills                                                                                                                       -Strong leadership skills and people and project management                                                                                         
- Knowledge of KPI’s
- Exceptional Interpersonal and communication skills                                                                                                        -Innovative, highly creative, good at thinking 'out of the box'                                                                                              - Excellent listening and problem solving skills                                                                                                                              - A positive, high energy team player                                                                                                                                        - Customer focused and keen on exceeding expectations

Work Experience

September 2017 – Present: Bar work/waitressing work: Tyn-y-Twr Pub
· Extensive knowledge of hospitality etiquette.
· Food preparation.
· Consistently adhering to quality expectations and standards. 
· Knowledge of alcoholic drinks.


July 2014 – August 2017: Admiral Insurance - Constituent of the FTSE 100 index
Contribution to customer service award at Admiral Insurance for offshore work – April 2017

· July 2014 – February 2016: Customer service representative (within Admiral)

· Providing advice, information and assistance to callers.
· Attempting to resolve all enquiries on first contact with the caller.
· Accurately recording details of calls and issues on logging software.
· Having a courteous and cooperative manner at all times.


· February 2016 – February 2017: Data Validations and Fraud analyst (within Admiral)

· Strong analytical skills.
· Determining patterns of fraud over certain areas and helping break down larger criminal rings responsible for fraud activity within insurance.
· Having the ability to spot trends and patterns in large amounts of data and having a methodical approach to work.

· February 2017 – Present: Offshore work in New Delhi (within Admiral)

· Developing and implementing speech analytics across the Delhi site to significantly improve call efficiency.
· Providing training and support to up to 300 staff members and motivating them to achieve their speech analytic targets.
· Working closely with senior members of staff to effectively increase revenue and results.
· Experience of interviewing new members of staff. 
· Compiling regular progress reports for senior members of staff. 

May 2013 – July 2014: Reel Cinema – Cinema Attendant 
· Exposure to working in a high volume setting whilst developing excellent cash handling skills.
· Selling refreshments/tickets and actively hitting sales targets.
· Dealing with any disturbances that may occur during the show.
· Solving any problems relating to seating arrangements.
· Proactively taking part in the film selection process for future releases.
November 2012 – January 2013: SuperDry Store – Sales Advisor
· First-hand insight into how a fast-paced business operates and how commercial decisions are made.
· Having effective influencing and negotiation skills.
· Strong customer focus.
· Excellent time-management skills.
July 2011 – May 2013: Swimming instructor & lifeguard 
· Vast experience in all water rescue techniques.
· Guarding and controlling the safety of swimmers.
· Educating swimming student’s on water safety and its importance.
· Quick thinking and fast responses to any situation that could arise.

IT familiarity  
· Use of computerised till systems.
· Experience of working with extensive analytical software.
· Vast experience of using Windows and Epos (Electronic point of sales).
· Good all-round technical skills.

Referees provided upon request.
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Cover letter

Dear Sir/Madame,

I wish to be considered for the position posted.

I am a confident, innovative and extremely driven individual. My large amount of work experience has allowed me to develop the necessary requirements for this role. Through my previous work I have developed excellent interpersonal skills, a large amount of IT knowledge, exceptional organisational skills, the ability to resolve problems as quickly and efficiently as possible and the ability to work and communicate excellently with others. I have also been complaints trained in my current role and have experience of dealing with complaints whilst working at home and during my secondment in New Delhi.

Yours Sincerely,
Caitlin James-Deane
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Events Manager

Job Ref: 7218

Job Title: Events Manager
Location: Slough/London
Salary: Competitive
Closing date: 27th January 2017
Job Description

Telefonica is on a truly inspirational adventure. As one of the world”s most
innovative communication companies and the name behind flagship brands
such as 02, we" re thinking bigger than ever before. We" re taking on new
challenges around the world and exploring new ways to open up the world for
our millions of customers. And you could be part of it all.

About the Team:

The team are responsible for delivering high quality, motivational events
including Scrum on the Beach, interacting with VIP"s at the 02 and running
conferences across the country.

Your role:

The purpose of this role is to help manage all events in the UK (and some in
Spain), working in collaboration from the project brief to execution ensuring all
events have a consistent look and feel with the intent of winning over
customers or giving our own people more reasons to love Telefonica.
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