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This report will be exploring the different skills employers look for when hiring staff within the events industry. Research in to multiple event manager job roles will be carried out, and further discussion in to each individual skill found within a selection of job advertisements will be considered. They will be examined further and then discussed in contrast to the writers attached CV. It was found that there was a base set of skills that employers desired through out the samples, however there were some skills more specific to the company requirements. 
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[bookmark: _Toc512630928]Introduction 
Employability skills are essential in order to expand the knowledge of a person who wants to develop and help further improve their existing skills, to assist in getting a better job (Ali, 2016). Within the events industry there is an extensive selection of job titles, thus leading to a wide selection of skills required for each one. However, to be considered for a job, a person must possess certain qualities that fit the role in correlation to the specific employer. The aim of this report is to explore the different skills requested by different employers and understand the importance of them in the role.


[bookmark: _Toc512630929]Content Analysis of Skills

For this section of the report research in to the Event Manager role has been carried out. Two job samples have been inserted in the appendices and will be referred to throughout the report. When researching the role, it was found that many job advertisements focus around requiring a similar list of skills. To further compare the adverts, a governmental website has been chosen to act as a general outline of the skills required. The National Career Service (2018) states that to be a manager within the events industry, one must possess these skills: 
	· organisation skills
	· high level of attention to detail

	· multi-tasking
	· be able to work under pressure and meet deadlines

	· communication and people skills
	· negotiation, sales and marketing skills

	· creative approach to problem-solving
	· budget awareness




1. [bookmark: _Toc512630930]General Skills
1.1. As previously mentioned, many of the same skills are stated as a requirement in numerous job advertisements, many of which fall under the category of soft skills (Gibert, et al. 2017), otherwise known as interpersonal skills. Interpersonal skills are the general skills used to communicate with others on a daily basis and create relationships (Armstrong, 2014). These would include skills such as; verbal and non-verbal communication, problem solving and negotiation skills. These skills are incredibly important to most, if not all jobs as communicating with others is something of a daily task that is imperative to the production of relationships with co-workers and clients. The problem solving, and negotiation skills are helpful in relation to the events industry as events are sometimes completely unpredictable, disruptions such as the weather are things that one must be able to handle and provide a solution for.

2. [bookmark: _Toc512630931]Role Specific Skills
2.1. The other skills mentioned on the job articles are not specialist skills, however they are more useful to the event manager role. These skills are not a necessity to have, but some including the example employers require them. Skills such as multi-tasking, organisational skills and attention to detail are essential within a busy industry such as events, due to the large number of tasks and deadlines that have to be met. 
2.2. When working within the operations of an event, a person may be required to perform multiple tasks at once such as set up the event itself and also dealing with clients. It would then be consequently beneficial to possess the ability to multi-task. Whilst not mentioned in Appendix C, it is a useful skill to have not only in the events field but in everyday tasks.
2.3. Working in the events industry means it is very likely that a person will be operating within a fast-paced environment. It is therefore crucial that one can work under pressure and meet specific deadlines. In doing so, candidates must keep attention to detail. It is said that an event is made great within the details, (Allen, 2010) thus having a good eye for detail is something that is quite important within the industry.  
2.4. Two skills not specified on the National Careers webpage are Teamwork and IT Skills. However, both job specifications in the appendix mention the requirement for both of these abilities. Like most jobs, a lot of work within the events industry is based within teams. For example, employees will be assigned group projects that could last a significant amount of time. This would suggest that it is therefore crucial to be able to work with others to achieve the set goals of the company and reach the desired results. IT skills are becoming more of a requirement these days as it is now quite necessary to be computer literate in order to keep up with the ever-advancing technology. It is specified within Appendix C, that it is in fact crucial in these times to be familiar with numerous computer applications. 
2.5. [bookmark: _GoBack]Appendix D states the requirement for a degree qualification. However, the National Careers Service states that it is not necessary to hold a qualification for events. This further proves that not all companies will require the same experience. However, if a person desired a qualification to maybe gain more knowledge, there are many ways of achieving this. By either attending university, or there are several other different options available online.

3. [bookmark: _Toc512630932]Unspecified skills
3.1. Interestingly, none of the provided job advertisements specify the desire for a person with creativity as a skill. According to a study carried out by London & Partners, only 39 per cent of event planners are creative thinkers (2015). This is quite a low figure when a study performed by Investors in People found that ‘creativity is integral to success’ and creates a work environment to which better results are achieved (2015). This could argue that creativity is an important skill to which people should consider developing in order to work more efficiently and produce interesting ideas. 

4. [bookmark: _Toc512630933]The Writers CV 
4.1. In regard to the attached CV within the appendix, the writer shows various examples of the skills discussed within this report, many of which are situated in a prominent section of the CV to indicate importance. It is apparent that the writer has experience performing interpersonal skills. However, to fit the Event Manager role the writer would need to gain more relevant experience within the leisure or events field and increase practice in a more fast-paced environment.


[bookmark: _Toc512630934]Conclusion 
To conclude, this report has found that while many different skills are required within the events industry, many employers will require a general set of interpersonal skills. However, companies seem to also state that in order to consider a candidate, the person would be required to possess other role specific skills in order to fit well within the job and be able to perform the tasks to the company’s standards. These skills are not always the same and they can vary from business to business. Although qualifications are not essential, they are easily accessible and help to further knowledge and create an advantage over the candidates who do not possess them. 
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Tia Thomas
2 Tabernacle Terrace, Carmarthen, SA31 1DL. 
07476586086
tiath0mas@hotmail.co.uk
08/03/2018
Mr. Joshua Pryer
Cardiff Business Technology Centre
Senghennydd Road, Cathays
Cardiff
CF24 4AY

Dear Mr. Pryer,
I am writing to you in regard to the Events Assistant vacancy you have listed as a placement with Arc Hospitality. Please find attached my CV.
I am interested in this placement because, I am looking for relevant experience within my chosen sector. I am currently studying Events Management in the University of Wales Trinity Saint David and I feel as if it would be beneficial for me to have experience with you to progress my understanding of the events industry.
I am an outgoing person with a positive attitude that enjoys working hard and achieving goals. I believe in good customer service and going above and beyond for the guest. I enjoy teamwork and I believe I would be a great asset to your team if I was to be successful with my application. 

I would like to thank you for considering me for this placement and I am looking forward to hearing back from you.

Yours sincerely, 
Tia Thomas
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TIA THOMAS

2 Tabernacle Terrace	
Carmarthen
Carmarthenshire
SA31 1DL
Mobile No 07476586086
tiath0mas@hotmail.co.uk
D.O.B. 06/12/1995
 
PROFILE

I am currently studying Events Management at UWTSD. I am seeking industry experience in order to gain a good understanding of what is required to succeed. I am a highly motivated, attentive person with experience within the retail and hospitality environment. I have worked in retail on shop floor and back of house in a warehouse and have also worked within a fast-paced pub/restaurant environment. In my previous role, I worked at a local pub, where I learned valuable skills for the hospitality industry. I am a keen person and I am very driven by achieving goals and by assuring excellent customer service whenever possible. In the future, I am aiming to work within the Festival Events sector, therefore experience in the industry would be very beneficial for me.

KEY SKILLS:

·  Strong communication skills
·  People skills
·  Ability to work effectively in a team
·  Cash handling


EMPLOYMENT HISTORY:

2017 – Present –       The Castle Inn, Llansteffan
                                 
                                   Barmaid/ Waitress

I decided I would test myself by applying for a completely new job role after being in retail for many years. Entering the role, I was initially quite nervous, however I adapted to the new working environment and became confident in a surprisingly short amount of time. I quickly gained the trust of the landlord and was given the responsibility of opening and locking up the pub on a frequent basis. I learned a lot of new skills during my time at The Castle such as preparing drinks, serving food and cellar work which helped boost my confidence phenomenally. Customer service being the main objective in the hospitality environment I believe I have now gained a new understanding of the importance of this to any business and its continued success.

2016 – 2017 –             Flying Tiger, Northampton

                                    Key Holder/Sales Assistant

During my employment in Flying Tiger, I was given extra responsibility in a new position as key holder which meant I was trusted with the opening, closing and cashing up of the shop. I shared a few supervisor responsibilities such as managing staff when the store manager was out of work and also issuing refunds and exchanges. I assisted in the setting up and merchandising the store which gave me and understanding of how other companies operate and was interesting to see from a different perspective. Unfortunately, this store was only a 'pop-up' shop and as a result the store closed, therefore terminating my employment. However, I really enjoyed my time with Flying Tiger and would like to find a job where I can continue in a similar role.
2014 - 2016:              The Range, Carmarthen
                                   Sales Assistant
Working in The Range gave me the opportunity to gain a good understanding of the retail sector and helped improve my customer service skills incredibly. I have been till trained also furniture trained. Being furniture trained means I am well trusted with ordering large stock items into store and taking customer details. I was given the opportunity to run two separate departments (Arts and Crafts & Gifts) with part time workers helping me. I have gained creative knowledge and communication skills from this department as it was based around helping individual customers with finding the things they wanted. I was then moved from the Arts and Crafts department to begin a change around on the Gifts department. I have since created multiple stock displays for promotional sales and in doing this I have also re-merchandised many aisles which made a huge sales improvement

Training and Qualifications

· Cellar Work via The Castle Inn
· 9 GCSE'S including Maths, English and Science. Awarded at Queen Elizabeth High School in 2012
· Various voluntary work roles with Carmarthen Youth Opera such as a photographer and an assistant to the director.
· Answers to any queries available on request.
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Pearson
Recruiter PEARSON
Location London, GBR
Salary Competitive
Posted 12 Mar 2018
Closes 06 Apr 2018
Industry Higher education, Non-

Job function
Job level
Hours
Contract
Listing type

academic, Marketing & PR,
B2B, Conferences & events,
Digital marketing, PR, Media,
Digital media, Publishing

Sales
Management
Full time
Permanent
Job vacancy

Degree or equivalent

IT Literacy

Essential

Good working knowledge of Excel, Word and PowerPoint

Desirable

An aptitude for Google sheets, docs and other apps
Experience with Salesforce

Previous Experience

Essential

Experience of marketing or student recruitment

Experience of planning, logistics and coordination for multiple off site and
onsite events.

Experience of working in a fast paced environment, with multiple priorities
Experience managing projects, delivered within budget and to tight
deadlines.

Experience of liaising with sponsors, speakers and suppliers

Desirable

An understanding of, or experience within Business, Visual Effects,
Animation and Game Art.

4 Share

Visit website (&
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Pearson
Recruiter PEARSON
Location London, GBR
Salary Competitive
Posted 12 Mar 2018
Closes 06 Apr 2018
Industry Higher education, Non-

Job function
Job level
Hours
Contract
Listing type

academic, Marketing & PR,
B2B, Conferences & events,
Digital marketing, PR, Media,
Digital media, Publishing

Sales
Management
Full time
Permanent
Job vacancy

students to understand our market.

Professional development will include attending similar festivals and
completing the a Diploma in Event Management and Masterclass in Festival
Management.

Competencies

Essential

Be proactive and take ownership of events. This will include; understanding
the market, being aware of issues that may impact ticket sales and
sponsorship for each event, monitoring progress against targets and taking
action to address shortfalls and ensure targets are met.

Demonstrate excellent interpersonal and communication skills and an
ability to work with tact and diplomacy in dealing with a range of people
Must be methodical, with exceptional attention to detail and experienced in
meeting deadlines and delivering a high quality work.

Highly organised, with exceptional time management skills

A positive, energetic attitude and flexibility in your approach to work and
colleagues

Demonstrate resilience and creativity in solving problems Patient and
diligent

Ability to delegate work and carefully manage your own workload
Willingness to work occasional evenings and weekends

Qualifications

Education

Essential

Degree or equivalent

IT Literacy
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We are seeking to appoint a Festival and Events Manager to design, develop Apprenticeship Services Manager
@ and deliver the VFX Festival and the Entrepreneurship festival, in close EARSON
collaboration with colleagues in Student Recruitment, Sales, Marketing,
P Student Experience and Alumni, to ensure consistent, efficient and clear
carson coordination across all events.
Media Sales -Account Manager
Key responsibilities
) LIPTON MEDIA
R AR ¢ Design, develop and deliver the VFX Festival and the Entrepreneurship
Location London, GBR Festival, liaise with the venues, work with our PR agencies and B2B teams to
Salary Competitive coordinate speakers, secure sponsorship, achieve target ticket sales, write NCS Assistant Account Manager
Posted 12 Mar 2018 email copy and send emails to waiting list, and take responsibility for the
Closes 06 Apr 2018 delivery of the festivals. THE CHALLENGE
Industry Higher education, Non- o Oversee the design, development and delivery of the undergraduate
academic, Marketing & PR, Pearson Business School open days and taster days via line management of
B2B, Conferences & events, the Events Assistant Degree Apprentice.
Digital marketing, PR, Media, ¢ Oversee the delivery of the Professional Workshops, ensuring students have
Digital media, Publishing an excellent impression of Pearson College London.
Job function Sales  Diligently maintain the appropriate events pages on the website with the
Job level Management latest event details.
T Full time ¢ Timely and accurate management of events payments and invoices.
e —— Permanent . Ens.ure that events are appropriately staffed and smoothly and efficiently
o delivered.
Listing type Job vacancy

¢ Undertake all risk assessments for events and adhere to Pearson best
practice in event management.
e Stayup to date on industry activities, and work closely with current
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© Mumbles, West Glamorgan

©® Permanent, full-time

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

® Competitive salary

& Be one of the first ten applicants

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.

Apply now

‘ Q) Shortlist ’

‘ o{g Share job ’

Legal
Recruitment

tsr

About this company »
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+ 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.

o Oversee transport arrangements

« Oversee capacities issues at smaller events and classroom training events

o 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.

o Excellent communication skills.

o 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.

o Experience in and event management.

o Excellent written and oral communication skills as well as presentation skills.

+ Demonstrated event execution experience and leadership.

o 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.




