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What we cover

Welcome to a comprehensive course that covers all aspects of planning,
managing, and executing successful conferences and events. Whether you
are an event professional looking to enhance your skills or someone new
to the field, this course provides practical, strategic, and industry-relevant
knowledge to ensure the success of your events.

Throughout the course, participants will gain a deep understanding of the
entire event planning process, from concept development to post-event
evaluation. They will learn how to effectively identify event objectives,
develop event budgets, secure venues, manage vendors, coordinate
logistics, and create engaging event programmes.

Learners will explore event marketing strategies, including digital and
traditional marketing techniques, to attract and engage target audiences.
They will also delve into the intricacies of event technology, registration
systems, and event production, ensuring seamless execution and
exceptional attendee experiences.

Furthermore, participants will acquire valuable project management skills,
learning how to create timelines, manage resources, mitigate risks, and
handle unexpected challenges that may arise during event planning and
execution.

Through case studies, real-world examples, and interactive exercises,
participants will apply their knowledge and skills to plan and manage
events in various contexts, such as corporate conferences, trade shows,
and special events. They will also have the opportunity to learn from
industry experts, gaining insights into current trends, best practices, and
innovative event concepts.

By the end of this course, individuals will have the practical skills necessary
to plan, manage, and execute successful conferences and events. With a
solid understanding of industry standards and strategic event planning,
participants will be well-equipped to deliver exceptional experiences that
meet organisational objectives and delight attendees.

Who is it for?

This course is ideal for marketing professionals, conference and event
managers, sales and business development teams seeking to excel in
creating inspiring and unforgettable experiences.

Duration & Delivery Format

Choose your preferred duration ¥2 day, 1 day, 2 day online or physical.
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Course Topics.

Module 1: Introduction to Conferences and Events Management

- Understanding the role and significance of conferences and events in

various industries
- Exploring different types of conferences and events and their objectives
- Overview of the events management process and its impact on success

Module 2: Event Planning Fundamentals

- Defining event objectives, goals, and target audience
- Developing event themes and concepts for cohesive experiences
- Creating event budgets and resource allocation strategies

Module 3: Venue Selection and Logistics

- Evaluating and selecting suitable event venues based on size, location,

and facilities
- Negotiating contracts with venues and service providers
- Managing logistical aspects including transportation, accommodations,

and equipment setup

Module 4: Programme Development and Content Strategy

- Designing event agendas to meet objectives and engage attendees
- Selecting speakers, presenters, and performers aligned with event

themes
- Incorporating interactive sessions, workshops, and networking

opportunities

Module 5: Marketing and Promotion Strategies

- Crafting effective event branding and messaging
- Utilising digital and traditional marketing channels for maximum reach
- Engaging attendees through pre-event promotions and communication

Module 6: Registration and Attendee Management

- Designing user-friendly registration processes
- Managing attendee databases and information securely
- Handling inquiries, special requests, and registration changes
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Module 7: Event Production and Execution

- Coordinating event logistics on the day of the event
- Overseeing stage setup, AV equipment, and technical support
Managing event staff, volunteers, and vendor coordination

Module 8: Onsite Management and Crisis Handling

Ensuring smooth onsite operations and attendee experiences

Handling unexpected challenges and crises effectively
Implementing contingency plans and quick decision-making

Module 9: Post-Event Evaluation and Analysis

- Collecting feedback and evaluating event success against objectives
- Analysing attendee surveys, engagement metrics, and post-event data
- Identifying areas for improvement and future event planning

Module 10: Sustainability and Ethical Considerations

- Incorporating sustainable practices in event planning and execution
- Addressing diversity, inclusion, and accessibility for attendees
- Adhering to ethical standards and best practices in event management

Module 11: Technology Integration in Events

- Exploring event technology trends and innovations
- Incorporating mobile apps, virtual components, and interactive tools

Enhancing attendee experiences through digital solutions
Module 12: Legal and Contractual Aspects

- Understanding legal considerations, contracts, and liability issues
Protecting intellectual property, data privacy, and copyright
Drafting contracts with vendors, speakers, and partners

Module 13: International Events and Cultural Sensitivity

Navigating challenges and opportunities in organizing international

events
Adapting to cultural norms and sensitivities in different regions

- Managing logistics, communication, and local partnerships
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Module 14: Case Studies and Practical Application

- Analysing real-world event case studies across industries
- Participating in scenario-based exercises and simulations
- Applying learned concepts to the planning of a mock event

Module 15: Career Development in Events Management

- Exploring career paths and opportunities in the events industry
- Building a professional network and enhancing industry knowledge
- Developing a personal action plan for career growth

Module 16: Final Event Project

- Participants plan a complete event, applying knowledge gained
throughout the course

- Conference/Event project presentations and peer feedback

Assessment Methods.

- Quizzes and assessments after each module to gauge understanding

. Group projects for conference/event management
. Case studies analysing successful and unsuccessful conferences/events

Further information:
info@techsensecity.com
+44 208 050 5851

https://www.techsensecity.com/
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