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Course Summary

Event Management when compared to other traditional professions such as medicine, law and accounting is relatively a young

field. It is an area that is growing rapidly and now represents hundreds of professionals who are responsible for planning,

coordinating and evaluating a wide range of events all year round.

Event management is predominantly about creating an experience. Bearing in mind that first impressions last, it is important

when embarking on any event regardless of its scale to take the correct approach and use the right techniques to ensure that

your event is successful.

This course will provide participants with the practical skills and knowledge required to successfully plan, implement, organize,

manage, monitor and evaluate special events.

Course Objectives

Develop an effective Event Plan to create and design memorable events 

Utilize specific techniques and tools of the event planning process to manage and monitor the success of the event.

Ensure that organizational objectives are being achieved.

Appreciate the importance of risk assessment and contingency planning  when coordinating events

Appreciate the importance of proper time management and task management to an event’s success

Demonstrate leadership skills (event managers need to consistently get the best out of their teams)

Achieve maximum exposure for their event

Demonstrate a new and open minded approach to Event Management

Course Outline

The Concept of Event  Management

A Definition of Event Management

Brief History of how Event Management became a profession

The Role of the Event Manager and Event Coordinator

The Event Planning Process

Basic principles necessary to master Event Management

The knots and bolts involved in event planning (Needs assessment and feasibility study)



The key elements necessary to ensure that your event is successful (Murphy’s Law) 

How to conduct an effective venue inspection 

The use of SWOT analysis and Time Lines to formulate an effective event plan.

Event Team Dynamics

Team skills, understanding the different tasks, activities and functions of your team when planning an event.

Establishing the reporting process and chain of command in decision making

All elements involved in coordinating the event from start to completion

The importance of adopting the right attitude, one of problem solving and coming up with solutions, the ability to think on

you feet. 

How to develop an Event Check list

Contingency Planning

The importance of health and safety  assessments

Incorporation of Legal, Ethical and Risk Management factors when planning events 

The importance of evaluation and feedback

Monitoring and managing performance quality

Event Management is a people oriented field. As a direct result of this fact the following areas willbe addressed.

The  relevant skills and characteristics required for the field of Event Management

The importance of effective communication among stakeholders

Leadership type skills necessary to motivate and empower teams to function at their maximum

Company Overview



Who We Are: Magna Skills is a premier training and capacity-building organization specializing in professional development

for government institutions, NGOs, and the private sector.

Our Mission: To provide world-class training solutions that equip professionals with the expertise needed to excel in their

careers and contribute meaningfully to their organizations.

Our Vision: To be the leading provider of professional training and development across Africa, fostering excellence,

innovation, and capacity-building in public and private sectors.

Core Values

Excellence – Delivering high-quality training tailored to meet the evolving needs of professionals.

Integrity – Upholding the highest ethical standards in all our engagements.

Innovation – Embracing new technologies and methodologies to enhance learning experiences.

Customer-Centric Approach – Ensuring client satisfaction by providing relevant, practical, and impactful training.

Collaboration – Partnering with industry experts and institutions to provide the best learning opportunities.

Our Training Methodology

We use a blended learning approach that includes instructor-led training, case studies, workshops, and post-training support.

Why Choose Magna Skills?

Experienced Trainers

Customized Training Solutions

Interactive Learning

Global Recognition

Proven Track Record



Request for Training Form

Complete the form and share with Magna Skills Support Team on email info@magnaskills.com or Send Whatsapp on:

+27630079022

Approval & Authorization

Applicant Details Course Details

First Name: Course Name:

Last Name: Training Venue:

Mobile: Month:

Email: Training Method: Onine[ ____ ] Face to Face [ ___ ]

Company Name: Duration:

Country: Number of Staff Members:

By signing this agreement, both parties confirm their commitment to the terms outlined in this proposal.


