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Section 1: Management Methodology

e Introduction to the role and responsibilities of an event manager.
e Effective communication skills for event managers.

e Negotiation and conflict resolution skills.

 Creativity and innovative thinking in event design and planning.
e Budgeting and financial management skills for event success.

Section 2: The Qualities of an Event Manager

e Adaptability and flexibility in dynamic event environments.
e Attention to detail and precision in event logistics.
¢ Sustainability awareness and practices in event planning.

e Emotional intelligence and interpersonal skills.

Section 3: How to Be Organised & Effective

e Problem-solving and decision-making skills.

¢ Time management and organisational skills for event success

e Client relationship management and customer service.

e Networking and relationship-building skills for industry connections.

e Technical proficiency and familiarity with event technology.

Section 4: Being a Passionate Leader for Events

e Leadership qualities and team management in event planning.
¢ Understanding the role of passion.

e Cultivating and maintaining enthusiasm.

e Inspiring and motivating a team through passionate leadership.

e Aligning personal values with the mission of event projects.

Section 5: Risk Prediction & Mitigation

e Crisis management and quick-thinking abilities in emergencies.
 Cultural sensitivity and awareness in diverse event settings.
e Legal and ethical considerations in event management.

e Stress management and resilience for sustained event success.



Section 6: Successful Event Closing

e Importance of a well-planned event closing.

e Technology tools for efficient event closing procedures.
e Documenting and archiving event-related materials.

e Closing ceremonies and acknowledgements.

e Final reporting to clients and stakeholders.

e Post-event marketing and promotion strategies.

e Transitioning from event execution to evaluation.

Section 7: Lessons Learned, Feedback & Evaluation

e Industry certifications and professional development for event managers.
e Post-event evaluation and analysis.

¢ Financial reconciliation and budget review.

» Vendor and stakeholder feedback collection.

e Attendee satisfaction surveys and analysis.

e Return on investment (ROI) assessment.
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UNDERSTANDING EVENT AND CONFERENCE MANAGEMENT:
A COMPREHENSIVE GUIDE
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YouTube Video

https://www.youtube.com/embed/SIFyfKsWUrl?si=rrlqp-)JOkMG-OdX7
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