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FRAMEWORK

SOFT SKILLS - EVENT MANAGEMENT

Recruiters look for candidates with certain hard skills and soft skills. The former are the
group of technical skills and specific knowledge needed to perform a particular task or
function. The second, personal skills, belong to the group of requirements common to
almost all jobs, that is, they are the characteristics that make us “employable” in the eyes

of any recruiter.

Event Management requires a host of skills intermeshed to create a seamless end
product being the event. This course will cover the basic structure and strategies used
by professionals in the field to accomplish a successful event across different types
of events. Managing a function based on professional skills, for example, becomes
increasingly necessary in organizations, because this model emerged as an alternative
to what was used for years, where the focus was only on technical skills. We know that
today having only hard skills is not enough to be a good professional, with soft skills
being increasingly valued in the job market.

This course has been designed by the events industry and teaches you the skills that
you need to succeed quickly and conveniently. Event Management is the coordination,
running, and planning of all the people, teams and features that come together to create
every kind of event. Event Management students are trained in areas like analyzing,
planning, marketing, producing and evaluating an event. The world of event management
has changed tremendously in the last few years. This course will give the students a
combination of research based approach alongside practical implementations. It is
increasingly necessary for a leader to know how to inspire his team, have a good ability
to persuade and instill confidence, know how to listen and also manage their times,
among others. The topicality of the subject and the absence of specific training on this

subject, make it a priority and a wise investment.
Interpersonal Skills covered through each of the core elements
* Flexibility
» Leadership ability
* Energy
* Organizational Skills
* Enthusiasm

* Time management
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CORE TOPICS
Communication skills

+ Customer relations

* Respond to event quarries

* Inventory and Research
Event Presentations

* Types of events

* Goal of the client

* Realistic achievable targets

» Budget specific

* Requirement based
Event Styling and Design

* Creativity

» Competition analysis

+ Structure

* The experience
Event Marketing

* Identifying client needs

» Unique selling proposition

* Process

* Research and strategies
Event Advertising

» Target market

* Media channels

» Publicity
Event Planning

» Time Lines

* Run Sheets

+ Coordination

* Risk Management
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+ Logistics
+ Execution
* Key Personnel
Event Production
+ Setup
» Different services based on requirement
+ Ambience
* Space and design
Event Evaluation
* Post Event internal evaluation
+ Client feedback
Event start up
* Dynamics of running a business
» Type of services offered

* Organizational chart

GOALS

* Understand its importance of Event Management in the current context of the labor

market;

* Have access to the Event management catalog and understand the importance of

its application;

» Learn to develop individual Soft Skills and its applications.

» Linking individual capabilities and the labor market;

+ Link skills and career management.

CONTENTS

1- Event Design | 16h

a) Emotional Intelligence and Concept | 3h

b) Skills evaluation and structure | 3h

c) Creativity | 3h
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d) Unique selling proposition | 3h

e) Current market | 4h

2- Event Planning | 20h
a) Time management | 4h
b) Risk management | 4h
¢) Logistics and coordination | 4h
d) Key personnel roles and responsibilities | 4h

e) Strategic Implementation | 4h

3- Event Production | 16h
a) Knowledge in transformation from plan to execution | 4h
b) Core Knowledge- service providers and vendors | 4h
c) Space and design | 4h
d) Mitigation of Risks involved | 4h

METHODOLOGY

Virtual training is specifically created for learners to gain soft skills and be job ready. This
action is taught in a distance teaching and learning regime through the online modality,
in a virtual classroom environment, using the eLearning platform in use at Universidade
Aberta. The term “virtual class” applies to organized spaces where multiple interactions
take place between teacher-trainee, trainee-teacher and trainee-trainee, creating
communities for sharing knowledge and experiences, where trainees are encouraged,
through various problems to make meaningful learning. The course has as its general
reference framework, in terms of teaching methodology, the Virtual Pedagogical Model
of Universidade Aberta.

ASSESSMENT

The assessment is continuous, including participation in forum discussions (60%) and
the preparation of a final work related to the topic in question (40%).

During the course, the trainee is expected to actively participate in the discussion forums
that will be made available and to carry out the proposed learning activities (e-activities).
The trainee must also prepare a work, so at the beginning of the action the trainees will
be provided with evaluation criteria and parameters.
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