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COURSE INTRODUCTION / OVERVIEW:

This comprehensive course provides a complete framework for planning, managing, and executing exceptional corporate
meetings and conferences. In today's fast-paced business environment, the ability to orchestrate seamless and impactful
events is a critical organizational skill. This program moves beyond basic logistics to instill a strategic mindset in
participants, enabling them to design events that align with corporate objectives, engage stakeholders, and deliver
measurable results. Drawing on established principles from industry leaders like Dr. Joe Goldblatt, whose work in "Special
Events: A New Generation and the Next Frontier" has shaped modern event management, the curriculum covers the entire
event lifecycle. From initial concept development and meticulous budget management to mastering the complexities of
virtual and hybrid formats, this course offers a definitive guide. BIG BEN Training Center has designed this training to equip
professionals with the practical tools and advanced knowledge needed to manage any event scenario with confidence,
ensuring a significant return on investment and enhancing the organization's professional image. Participants will learn to
navigate vendor negotiations, leverage technology, and conduct post-event analysis to continuously improve their event

management capabilities.

TARGET AUDIENCE / THIS TRAINING COURSE IS SUITABLE FOR:

e Event Planners and Managers.

e Corporate Communications Specialists.

o Marketing Professionals and Coordinators.

e Executive Assistants and Senior Administrators.

e Project Managers.

e Public Relations Officers.

e Human Resources Professionals responsible for internal events.
e Team Leaders and Department Heads.

¢ Anyone tasked with organizing meetings, workshops, or conferences.
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TARGET SECTORS AND INDUSTRIES:

e Technology and Telecommunications.

Banking, Finance, and Insurance.

e Healthcare and Pharmaceuticals.

¢ Hospitality and Tourism.

e Consulting and Professional Services.

¢ Non-Profit and Non-Governmental Organizations.
e Governmental Bodies and Public Sector Agencies.
e Education and Academia.

e Manufacturing and Engineering.

TARGET ORGANIZATIONS DEPARTMENTS:

e Marketing and Communications.

e Executive Administration.

e Human Resources and Training.

e Project Management Office (PMO).
e Sales and Business Development.
e Public Relations.

e Corporate Strategy.

e Operations.

e Procurement.
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COURSE OFFERINGS:

By the end of this course, the participants will have able to:

e Develop comprehensive event project plans from conception to completion.

e Create and manage detailed event budgets to ensure financial control and accountability.

e Master venue selection and vendor negotiation techniques to secure optimal terms.

e Design engaging and effective agendas for various types of corporate meetings.

e Implement best practices for on-site event coordination and logistics management.

o Integrate technology effectively for virtual, in-person, and hybrid events.

e Apply advanced attendee engagement strategies to maximize participation and impact.

e Conduct thorough post-event evaluations to measure success and calculate return on investment.
e Develop robust risk management and contingency plans for potential event disruptions.

e Manage stakeholder communications professionally throughout the event lifecycle.

COURSE METHODOLOGY:

The training methodology at BIG BEN Training Center is designed to be highly interactive, practical, and participant-
centered. We believe that adult learners benefit most from applying concepts in real-world contexts. Therefore, this course
moves beyond traditional lectures to incorporate a dynamic blend of learning techniques. Participants will engage in
detailed case study analyses of successful and challenging corporate events, dissecting the strategies and decisions that
led to their outcomes. Interactive group discussions and brainstorming sessions will encourage the sharing of experiences
and collaborative problem-solving. A significant portion of the training will be dedicated to hands-on exercises, including
budget creation simulations, agenda development workshops, and role-playing scenarios for vendor negotiations. Our
expert instructors facilitate a supportive learning environment, providing personalized feedback and guiding participants
as they build their skills. This immersive approach ensures that attendees not only understand the theories of event

management but also leave with the confidence and practical ability to apply them directly to their professional roles.
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COURSE AGENDA (COURSE UNITS):

UNIT ONE: FOUNDATIONS OF STRATEGIC MEETING MANAGEMENT

The strategic role of meetings and conferences in corporate success.

Defining clear event objectives and key performance indicators (KPIs).
Identifying and analyzing key stakeholders and their expectations.
Understanding the complete event planning lifecycle from A to Z.

Types of corporate meetings: from board meetings to international conferences.
Establishing a project management framework for event planning.

The core competencies of a professional event manager.

UNIT TWO: METICULOUS PLANNING AND LOGISTICS COORDINATION

Developing a comprehensive event master plan and timeline.
Mastering the art of event budgeting and financial management.

Best practices for venue sourcing, selection, and contract negotiation.
Managing vendors, suppliers, and partners effectively.

Crafting compelling event concepts and themes.

Designing effective and productive meeting agendas.

Developing a strategic event marketing and communication plan.

UNIT THREE: FLAWLESS ON-SITE EXECUTION AND ATTENDEE EXPERIENCE

Managing event registration and attendee check-in processes.

Principles of on-site logistics and operations management.

Coordinating audiovisual (AV) technology and technical support.

Effective speaker and VIP management techniques.

Implementing strategies for maximizing attendee engagement and networking.
Troubleshooting and on-the-spot problem-solving during live events.

Managing catering, hospitality, and overall attendee comfort.

www.bigben-training.com




UNIT FOUR: MASTERING VIRTUAL AND HYBRID EVENT FORMATS

e Understanding the landscape of virtual and hybrid events.

Selecting the right technology platforms for different event types.

Designing engaging content and experiences for remote audiences.

Managing remote speakers and virtual session facilitation.

Technical considerations for seamless hybrid event production.

Strategies for bridging the gap between in-person and virtual attendees.

Data and analytics from virtual event platforms.

UNIT FIVE: POST-EVENT ANALYSIS, REPORTING, AND ADVANCED STRATEGIES

¢ Implementing effective methods for collecting post-event feedback.

Analyzing event data and measuring performance against KPIs.

Calculating event return on investment (ROI) and demonstrating value.

Creating comprehensive post-event reports for stakeholders.

Developing a robust risk management and contingency plan.

Incorporating sustainability and green practices into event planning.

Future trends and innovations in the corporate event industry.

FAQ:

QUALIFICATIONS REQUIRED FOR REGISTERING TO THIS COURSE?

There are no requirements.

HoOW LONG IS EACH DAILY SESSION, AND WHAT IS THE TOTAL NUMBER OF TRAINING
HOURS FOR THE COURSE?

This training course spans five days, with daily sessions ranging between 4 to 5 hours, including breaks and interactive

activities, bringing the total duration to 20 - 25 training hours.

SOMETHING TO THINK ABOUT:

In an era of increasing digital fatigue, how can event managers design hybrid experiences that are equally valuable for

both in-person and virtual attendees without simply duplicating content?
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WHAT UNIQUE QUALITIES DOES THIS COURSE OFFER COMPARED TO

OTHER COURSES?

This course distinguishes itself by adopting a holistic and strategic perspective on event management, moving far beyond
mere logistical training. While other programs may focus on isolated tasks, this curriculum integrates every facet of the
event lifecycle into a cohesive strategic framework, from initial alignment with corporate goals to the final calculation of
return on investment. A key differentiator is its significant emphasis on contemporary challenges and formats, with
dedicated modules on mastering virtual and hybrid events. This ensures participants are equipped not just for traditional
meetings but for the evolving landscape of corporate gatherings. The methodology prioritizes practical application over
passive learning, immersing participants in realistic simulations, case studies, and collaborative problem-solving
exercises. This approach builds not just knowledge but tangible skills and confidence. The course content is designed to
foster critical thinking, enabling participants to develop bespoke solutions for unique event challenges rather than relying
on a one-size-fits-all checklist. It cultivates a mindset of continuous improvement, strategic foresight, and value creation,

transforming attendees from event coordinators into strategic business partners.
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