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													An Intensive 5-day Training Course

													Events & Conferences Management

													Principles & Best Practices 

												

									

				
					
							Format: Classroom
	Duration: 5 days
	Language: English
	Accredited: CPE, KHDA Certified training courses
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										Venue: Dubai

										Fee: US $5,950
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					INTRODUCTION

				

				
					It is showtime; lights, curtains and action on the big corporate event that you have been planning for months. This moment could be a triumph or a disaster. A major event has a million moving parts and all must come together perfectly at the same time. Add a squirt of creativity and you will have an occasion that builds both your reputation and your organisation’s brand. It will be remembered fondly for all of the best reasons. Get it wrong and it will be remembered in a totally different way.

This sparkling training course introduces not only all of the fundamentals of event and conferences management from outline to thank-you letters, but tips and secrets of top event managers all over the world. It is intensely practical and covers everything from set dressing to creating a social media buzz and VIP management. You will share a whirlwind five days with personal coaching and advice that shares a lifetime of experience and a wealth of examples in one memorable feast.

Participants on EuroMaTech’s Events & Conferences Management training course will develop the following competencies:

	Challenge imagination to develop exciting event concepts
	Hone the organisational skills and knowledge to plan and manage any event
	Develop a powerful event planning toolkit
	Understand how to create and sustain profitable professional alliances that deliver
	Understand how to bring all of the elements together to make a world-class event

				

			

		

	

		
		
		
			
								
					
						TRAINING OBJECTIVES

					

					
						At the end of EuroMaTech’s Events & Conferences Management training course, participants will be able to:

	Understand the principles and key elements of successful conferences and events
	Know how to source ideas and to research and deliver a winning proposal
	Demonstrate the skills of a good event planner including sourcing venues, speakers and suppliers and managing VIPs and the media
	Understand how to publicise and market your event
	Manage an event team and hold event meetings successfully
	Explain how to manage a budget, detailing how sponsorships work and what the main incomes and outgoings are

					

				

								
					

				

								
					
						WHO SHOULD ATTEND?

					

					
						The Events & Conferences Management training course is ideal for anyone involved in organising events or conferences. The training course is suitable for anyone who needs to organise and direct smooth and professional events to achieve positive impacts on reputation, with both practical and management perspectives. This includes:

	Meeting planners
	Event managers and marketers
	PR professionals
	Hospitality professionals
	Hoteliers


Whether you work as a Conferences Manager, Event Manager or Fundraiser, the skills you learn through this practical training will be invaluable.
					

				

							

		

	

		
		
		
			
				[image: Training methodology]


[image: Training methodology]

			

			
				
					TRAINING METHODOLOGY

				

				
					This fast-paced Events & Conferences Management training course uses a rich mixture of practical exercises, case-studies, questionnaires, syndicate and group work and video/DVD examples. Participants will be asked to reflect on and to discuss their own professional issues and experience.

Delegates will be encouraged to ask questions as the training progresses relevant to their own backgrounds and company requirements. The training course will culminate in a group exercise in which delegates will have an opportunity to apply what has been covered in the course.
				

			

		

	

		
		
		
			
								
					
						TRAINING SUMMARY

					

					
						This innovative EuroMaTech course on Events & Conferences Management develops a wide range of skills starting with event concept, briefing and using creativity, venue selection, planning and project management, event hosting skills, protocol planning, team formation and management, briefing skills and evaluation. The course explains the skills and attributes of a good event planner and, through coaching and advice, helps every participant to grow to their full potential.
					

				

							

		

	

		
		
		
			
				
					TRAINING OUTLINE

				

				
												
								Day 1 :   An Introduction to the Perfect Event Proposal

							

							
								Key qualities and skills of an Event Manager
	Creating a first-class event brief, identifying event goals
	Choosing the event to fit the goals – World class examples
	Creating the perfect proposal
	A problem-solving approach to event design
	Costing and outline budget preparation

							

														
								Day 2 :   Starting the Perfect Planning Process

							

							
								Project management
	Setting SMART Objectives
	Creating the multi-disciplinary team to deliver your event
	Event planning – Content, messages and themes
	Set and venue theming, catering and partner programmes
	Planning for social media, web and on-line participation

							

														
								Day 3 :   Timing to Perfection

							

							
								Turning your time line into a project Gantt Chart
	Event running order time management, scheduling and crew rosters
	Sourcing venues, speakers and entertainment
	Conducting a full risk assessment and documenting it
	Contracts, budget control, contingency and delegation
	Managing suppliers, speakers and entertainers

							

														
								Day 4 :   Building Your Brand and Reputation

							

							
								The “Stage management”� of the event
	Ensuring the event is on message and on brand
	Greeting guests – hosting, welcome desk – set up and management
	Working with VIPs and Senior Leaders
	Your brand on show – walking the talk
	Briefing your team including top-tier managers and presenters
	Corporate Social Responsibility and eco-event planning

							

														
								Day 5 :   Putting it all Together for success

							

							
								Marketing the event and guest invitations
	Generating news through an event – inviting the media and bloggers
	Invitations, press releases, press office, the press pack and gifts
	Managing filming and photography on site
	Measuring event success
	Team working and your personal effectiveness
	Planning your career and personal development
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					Do you have any questions about this course?

					ENQUIRE

					SEND VIA EMAIL

				

				
					Do you wish for us to conduct this course at your premises?

					Discover In-House Solutions

					Request for In-house

				

			

		

	

		
	
		
		
			
				
					
						ACCREDITATION
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										EuroMaTech is registered with the National Association of State Boards of Accountancy (NASBA) as a sponsor of continuing professional education on the National Registry of CPE Sponsors. State boards of accountancy have final authority on the acceptance of individual courses for CPE credit.
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										Euromatech is a Knowledge & Human Development Authority (KHDA) approved training institute in Dubai, licensed and approved to deliver training courses in the UAE.

The KHDA is the regulatory authority in the UAE, that oversees administering, approving, supervising, and controlling the activities of various education providers in the UAE.  We are proud of our commitment to ensuring quality training courses and status as a KHDA-approved training provider.

Taught by our team of highly qualified trainers, our KHDA approved training courses will provide you with an enriching learning experience and practical knowledge that will help you future-proof your career and support professional development within your organisation.
									

								

							

												

				

			

		

	

		
					
		
		
			
				
					OTHER POPULAR COURSES

							
			
						
			
				
					
						Professional Certificate in Managing & Leading Strategic Communication

					

					
							Duration: 5 days
	Format: Classroom


					

					VIEW DETAILS 

				

			
			

						
			
				
					
						Public Speaking Training:

					

					
							Duration: 5 days
	Format: Classroom


					

					VIEW DETAILS 

				

			
			

						
			
				
					
						Executive Training in Debate & Public Speaking

					

					
							Duration: 5 days
	Format: Classroom


					

					VIEW DETAILS 

				

			
			

						
			
				
					
						Customer Focussed Organisation Best Practices

					

					
							Duration: 5 days
	Format: Classroom


					

					VIEW DETAILS 

				

			
			

						
			
				
					
						Mastering Corporate Communications

					

					
							Duration: 5 days
	Format: Classroom


					

					VIEW DETAILS 

				

			
			

						
			
				
					
						Cx - The Customer Experience

					

					
							Duration: 5 days
	Format: Classroom, Live/Online
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						Customer-Centric Selling Master Class

					

					
							Duration: 5 days
	Format: Classroom, Live/Online
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						Public Relations & Corporate Communications

					

					
							Duration: 5 days
	Format: Classroom
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						Public Relations Professional

					

					
							Duration: 5 days
	Format: Classroom
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						Advanced Budgeting & Forecasting

					

					
							Duration: 5 days
	Format: Classroom
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Training & Management Consultancy

يوروماتيك للتدريب والإستشارات الإدارية

Business Central Towers

Media City – Dubai, U.A.E

Phone Dubai: +971 4 457 1800

Email: info@euromatech.com

Tax Registration Number:

100221936600003
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British Virgin Islands
Brunei Darussalam
Bulgaria
Burkina Faso
Burundi
Cambodia
Cameroon
Canada
Cape Verde
Cayman Islands
Central African Republic
Chad
Chile
China
Christmas Island
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Equatorial Guinea
Eritrea
Estonia
Ethiopia
Falkland Islands (Malvinas)
Faroe Islands
Fiji
Finland
France
French Guiana
French Polynesia
French Southern Territories
Gabon
Gambia
Georgia
Germany
Ghana
Gibraltar
Greece
Greenland
Grenada
Guadeloupe
Guam
Guatemala
Guernsey
Guinea
Guinea-Bissau
Guyana
Haiti
Heard Island and McDonald Islands
Holy See (Vatican City State)
Honduras
Hong Kong
Hungary
Iceland
India
Indonesia
Iran
Iraq
Ireland
Isle of Man
Israel
Italy
Jamaica
Japan
Jersey
Jordan
Kazakhstan
Kazakhstan
Kenya
Kiribati
Korea
Korea
Kuwait
Kyrgyz Republic
Lao People's Democratic Republic
Latvia
Lebanon
Lesotho
Liberia
Libyan Arab Jamahiriya
Liechtenstein
Lithuania
Luxembourg
Macao
Macedonia
Madagascar
Malawi
Malaysia
Maldives
Mali
Malta
Marshall Islands
Martinique
Mauritania
Mauritius
Mayotte
Micronesia
Moldova
Monaco
Mongolia
Montenegro
Montserrat
Morocco
Mozambique
Myanmar
Namibia
Nauru
Nepal
Netherlands
Netherlands Antilles
New Caledonia
New Zealand
Nicaragua
Niger
Nigeria
Niue
Norfolk Island
Northern Mariana Islands
Mexico
Norway
Oman
Pakistan
Palau
Palestinian Territory
Panama
Papua New Guinea
Paraguay
Peru
Philippines
Pitcairn Islands
Poland
Portugal
Puerto Rico
Qatar
Reunion
Romania
Russian Federation
Rwanda
Saint Barthelemy
Saint Helena
Saint Kitts and Nevis
Saint Lucia
Saint Martin
Saint Pierre and Miquelon
Saint Vincent and the Grenadines
Samoa
San Marino
Sao Tome and Principe
Saudi Arabia
Senegal
Serbia
Seychelles
Sierra Leone
Singapore
Sint Maarten (Netherlands)
Slovakia (Slovak Republic)
Slovenia
Solomon Islands
Somalia
South Africa
South Georgia & S. Sandwich Islands
Spain
Sri Lanka
Sudan
Suriname
Svalbard & Jan Mayen Islands
Swaziland
Sweden
Switzerland
Syrian Arab Republic
Taiwan
Tajikistan
Tanzania
Thailand
Timor-Leste
Togo
Tokelau
Tonga
Trinidad and Tobago
Tunisia
Turkey
Turkey
Turkmenistan
Turks and Caicos Islands
Tuvalu
U.S. Virgin Islands
U.S. Minor Outlying Islands
Uganda
Ukraine
United Arab Emirates
United Kingdom
United States
Uruguay
Uzbekistan
Vanuatu
Venezuela
Vietnam
Wallis and Futuna
Western Sahara
Yemen
Zambia
Zimbabwe
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Country*
Afghanistan
Albania
Algeria
American Samoa
Andorra
Angola
Anguilla
Antigua and Barbuda
Argentina
Armenia
Armenia
Aruba
Australia
Austria
Azerbaijan
Azerbaijan
Bahamas
Bahrain
Bangladesh
Barbados
Belarus
Belgium
Belize
Benin
Bermuda
Bhutan
Bolivia
Bonaire
Bosnia and Herzegovina
Botswana
Bouvet Island (Bouvetoya)
Brazil
British Indian Ocean Territory (Chagos Archipelago)
British Virgin Islands
Brunei Darussalam
Bulgaria
Burkina Faso
Burundi
Cambodia
Cameroon
Canada
Cape Verde
Cayman Islands
Central African Republic
Chad
Chile
China
Christmas Island
Cocos (Keeling) Islands
Colombia
Comoros
Congo
Congo
Cook Islands
Costa Rica
Cote d'Ivoire
Croatia
Cuba
Curaçao
Cyprus
Cyprus
Czech Republic
Denmark
Djibouti
Dominica
Dominican Republic
Ecuador
Egypt
El Salvador
Equatorial Guinea
Eritrea
Estonia
Ethiopia
Falkland Islands (Malvinas)
Faroe Islands
Fiji
Finland
France
French Guiana
French Polynesia
French Southern Territories
Gabon
Gambia
Georgia
Germany
Ghana
Gibraltar
Greece
Greenland
Grenada
Guadeloupe
Guam
Guatemala
Guernsey
Guinea
Guinea-Bissau
Guyana
Haiti
Heard Island and McDonald Islands
Holy See (Vatican City State)
Honduras
Hong Kong
Hungary
Iceland
India
Indonesia
Iran
Iraq
Ireland
Isle of Man
Israel
Italy
Jamaica
Japan
Jersey
Jordan
Kazakhstan
Kazakhstan
Kenya
Kiribati
Korea
Korea
Kuwait
Kyrgyz Republic
Lao People's Democratic Republic
Latvia
Lebanon
Lesotho
Liberia
Libyan Arab Jamahiriya
Liechtenstein
Lithuania
Luxembourg
Macao
Macedonia
Madagascar
Malawi
Malaysia
Maldives
Mali
Malta
Marshall Islands
Martinique
Mauritania
Mauritius
Mayotte
Micronesia
Moldova
Monaco
Mongolia
Montenegro
Montserrat
Morocco
Mozambique
Myanmar
Namibia
Nauru
Nepal
Netherlands
Netherlands Antilles
New Caledonia
New Zealand
Nicaragua
Niger
Nigeria
Niue
Norfolk Island
Northern Mariana Islands
Mexico
Norway
Oman
Pakistan
Palau
Palestinian Territory
Panama
Papua New Guinea
Paraguay
Peru
Philippines
Pitcairn Islands
Poland
Portugal
Puerto Rico
Qatar
Reunion
Romania
Russian Federation
Rwanda
Saint Barthelemy
Saint Helena
Saint Kitts and Nevis
Saint Lucia
Saint Martin
Saint Pierre and Miquelon
Saint Vincent and the Grenadines
Samoa
San Marino
Sao Tome and Principe
Saudi Arabia
Senegal
Serbia
Seychelles
Sierra Leone
Singapore
Sint Maarten (Netherlands)
Slovakia (Slovak Republic)
Slovenia
Solomon Islands
Somalia
South Africa
South Georgia & S. Sandwich Islands
Spain
Sri Lanka
Sudan
Suriname
Svalbard & Jan Mayen Islands
Swaziland
Sweden
Switzerland
Syrian Arab Republic
Taiwan
Tajikistan
Tanzania
Thailand
Timor-Leste
Togo
Tokelau
Tonga
Trinidad and Tobago
Tunisia
Turkey
Turkey
Turkmenistan
Turks and Caicos Islands
Tuvalu
U.S. Virgin Islands
U.S. Minor Outlying Islands
Uganda
Ukraine
United Arab Emirates
United Kingdom
United States
Uruguay
Uzbekistan
Vanuatu
Venezuela
Vietnam
Wallis and Futuna
Western Sahara
Yemen
Zambia
Zimbabwe
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Country*
Afghanistan
Albania
Algeria
American Samoa
Andorra
Angola
Anguilla
Antigua and Barbuda
Argentina
Armenia
Armenia
Aruba
Australia
Austria
Azerbaijan
Azerbaijan
Bahamas
Bahrain
Bangladesh
Barbados
Belarus
Belgium
Belize
Benin
Bermuda
Bhutan
Bolivia
Bonaire
Bosnia and Herzegovina
Botswana
Bouvet Island (Bouvetoya)
Brazil
British Indian Ocean Territory (Chagos Archipelago)
British Virgin Islands
Brunei Darussalam
Bulgaria
Burkina Faso
Burundi
Cambodia
Cameroon
Canada
Cape Verde
Cayman Islands
Central African Republic
Chad
Chile
China
Christmas Island
Cocos (Keeling) Islands
Colombia
Comoros
Congo
Congo
Cook Islands
Costa Rica
Cote d'Ivoire
Croatia
Cuba
Curaçao
Cyprus
Cyprus
Czech Republic
Denmark
Djibouti
Dominica
Dominican Republic
Ecuador
Egypt
El Salvador
Equatorial Guinea
Eritrea
Estonia
Ethiopia
Falkland Islands (Malvinas)
Faroe Islands
Fiji
Finland
France
French Guiana
French Polynesia
French Southern Territories
Gabon
Gambia
Georgia
Germany
Ghana
Gibraltar
Greece
Greenland
Grenada
Guadeloupe
Guam
Guatemala
Guernsey
Guinea
Guinea-Bissau
Guyana
Haiti
Heard Island and McDonald Islands
Holy See (Vatican City State)
Honduras
Hong Kong
Hungary
Iceland
India
Indonesia
Iran
Iraq
Ireland
Isle of Man
Israel
Italy
Jamaica
Japan
Jersey
Jordan
Kazakhstan
Kazakhstan
Kenya
Kiribati
Korea
Korea
Kuwait
Kyrgyz Republic
Lao People's Democratic Republic
Latvia
Lebanon
Lesotho
Liberia
Libyan Arab Jamahiriya
Liechtenstein
Lithuania
Luxembourg
Macao
Macedonia
Madagascar
Malawi
Malaysia
Maldives
Mali
Malta
Marshall Islands
Martinique
Mauritania
Mauritius
Mayotte
Micronesia
Moldova
Monaco
Mongolia
Montenegro
Montserrat
Morocco
Mozambique
Myanmar
Namibia
Nauru
Nepal
Netherlands
Netherlands Antilles
New Caledonia
New Zealand
Nicaragua
Niger
Nigeria
Niue
Norfolk Island
Northern Mariana Islands
Mexico
Norway
Oman
Pakistan
Palau
Palestinian Territory
Panama
Papua New Guinea
Paraguay
Peru
Philippines
Pitcairn Islands
Poland
Portugal
Puerto Rico
Qatar
Reunion
Romania
Russian Federation
Rwanda
Saint Barthelemy
Saint Helena
Saint Kitts and Nevis
Saint Lucia
Saint Martin
Saint Pierre and Miquelon
Saint Vincent and the Grenadines
Samoa
San Marino
Sao Tome and Principe
Saudi Arabia
Senegal
Serbia
Seychelles
Sierra Leone
Singapore
Sint Maarten (Netherlands)
Slovakia (Slovak Republic)
Slovenia
Solomon Islands
Somalia
South Africa
South Georgia & S. Sandwich Islands
Spain
Sri Lanka
Sudan
Suriname
Svalbard & Jan Mayen Islands
Swaziland
Sweden
Switzerland
Syrian Arab Republic
Taiwan
Tajikistan
Tanzania
Thailand
Timor-Leste
Togo
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