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2.  Organise event manpower requirement

Event job description/task

Event time management

Event rehearsal

Problem solving technique

Techniques of acquiring superior’s approval
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Event job description/task

Creating accurate job descriptions 
 Permanent staff
 Contract staff  

 voluntary staff for an upcoming event
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Event job description/task
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Event time management

Time management is a skill that can 

ensure efficiency, productivity, and 

help to reduce stress. It’s all about 

knowing how much time you have to 

start with, and thus how much you 

can allocate to certain tasks.
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1. Be realistic

2. Make a plan

3. Be flexible

4. Set your own deadlines

5. Practice makes perfect

The importance of time management, as 
well as some tips, techniques and a few 

tools for improving it.
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Event rehearsal

Whether you host a small 50 person meeting or a 
conference with 5,000+ attendees, an event rehearsal 
can greatly benefit you, and improve your overall event. 
Investing 15 minutes in a show run-through with your 
presenters and audio visual team will have a huge impact 
on the way you feel and the professionalism at your 
event. 
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There are different types of rehearsal in a function or events. There are:-

1. Reading Rehearsals -Rehearsals set aside for learning and understanding the script.

2. Run-Throughs -Rehearsals conducted without any stops.

3. Polishing Rehearsals- Rehearsals for the purpose of correcting problems that occurred in

the run-throughs.

4. Technical Rehearsals- Rehearsals used to practice all lights, prop changes, and all other

technical elements of the show.

5. Costume Parade- The actors modelling their costumes under the appropriate lights so

the director can check if they need to be tweaked. The costume parade is usually held

a week before the show so that changes can be made.

6. Dress Rehearsals- A rehearsal conducted just like the real performance.
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As an event planner, problem solving is a big part 
of your job. Focusing on getting things right on 
the day is vital to ensure your attendees have a 
great experience, but in the run up to an event, 
there are a huge number of moving parts and 
elements that – despite your best efforts – might 
not go according to plan.
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Techniques of acquiring superior’s approval

Simple techniques to get superior approval are:

 Propose the idea

 Present the idea

Accept the rejection 

Amend the proposal

Get the approval from the superior
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