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Event Management

What Will | Benefit?

This course focuses on equipping participants with the
skills and knowledge to effectively manage events, from
planning and logistics to execution and post-event
evaluation. Participants will learn essential techniques for
organizing events, conferences, exhibitions, and other
special occasions, while ensuring successful outcomes
and client satisfaction.

Course Objectives

At the end of this course, the participants should be able

to:

* Understand the event management process, from
planning to execution and post-event evaluation.

* Develop detailed event plans that include budgeting,
logistics, vendor management.

* Coordinate and manage event logistics, ensuring
smooth operations during the event.

* Create effective marketing and communication
strategies to promote events and engage stakeholders.

* Manage on-site operations and troubleshoot any issues
that may arise during an event.

* Collect and analyze post-event feedback to measure
success and identify areas for improvement.

Target Audience

*  Event Managers

* Corporate Event Planners
* Marketing Professionals
* Hospitality Professionals
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Course Outline
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> Introduction to Event Management and Planning bubhAil guwig alleall 8jla] (né doado <
Fundamentals .

* |ntroduction to Event Management
— Definition and scope of event management.
— Types of events: Corporate, social, conferences,

aldleall §)lo] cnd doado =
<ldledall §)la] Jlaog cayai —
Arelaisll Loyl aldles oldleall glgil —

exhibitions, and public events. Aololl aldledllg .pjleall .ailpaigall
— The role of an event manager: Key llgoll Jamnidl olgduwoll adledll yao jgo —
responsibilities, skills, and qualities. asglholl aslanllg

* Event Planning Process
— Overview of the event planning lifecycle: From
concept to completion.

g0 ayloall hhaill 64 6jga cle dole S —

— ldentifying event objectives: Understanding the Aaiill el )54
purpose and target audience. jognally wiall aga adledll calasi ayaai —

— Creating a project timeline and milestones. «<aagimoll
* Budgeting and Financial Planning Ayl pllenllg eqpitall (piofl Jgaal 2] —

— Creating and managing an event budget.
— Estimating costs for venues, catering,
entertainment, and other services.

loll bihAllg auiljroll =
Adleall aiiljio 8)lalg <liii] —

— Financial tracking and cost-saving strategies. -aaillg .gig0illy . 28lg.oll Anlall ca Bl yadl —~

— Identifying potential revenue streams il aalbaallg
(sponsorships, ticket sales, etc.). gl aliagiliulg aulall g1ii —
» Event Design, Logistics, and Vendor Management S51A1 gy Blegl) alainall alalpll jolao aani —

+ Event Design and Conceptualization

— Developing the event theme, style, and &
atmosphere. wajgoll 6)blg .aliwoagll .adledll proni <«

— Creating the event agenda and structure: Keynote Jonillg aleall aronj *
speakers,  sessions, entertainment, and .olell gallg .oglwil .adleall cqbgo pghi —
networking opportunities. gianinll :lglsyeq adleall dLo.cT Jgao eliul —

— Designing invitations, branding, and event . . T . :
materials. . ) Uolodl lpmgmwl Clulal U-UMJJl

« Logistics and Operations Management Adlealislgog Gylodll dollallg .clgeall apani —

— Venue selection and coordination: Location, dlloollg Aliwoglli§)la]
layout, and site inspections. bibaillg .ae6gall :Guuiillg  ylBall jLidl -

— Managing registrations, ticketing, and guest lists. 2890l (nle yiniaillg

— Transport and accommodation arrangements for caguall ailgag 45Ialll eug .cilliawill 8jla] —

attendees and speakers.

S taainll Aol aoladlg Jaill ey —
— Coordinating catering, AV, and technical v 9/ 79 HH

equipment. .aujyollg alignll alaeollg .(weoil aload Guuii —
* Vlendor and Supplier Management AQuidillg
— Sourcing and negotiating with vendors and Wagjollg (Wajgoll 8] =
suppliers. 0jallg ga1g0ll 20 polaillg cuayl -

— Managing contracts and service agreements.
— Building relationships with key event suppliers:
Caterers, decorators, AV providers, security, etc.

.aoaall aldlailg agdell 6)la] —
.Olghll :adleall grunnipl (wajgoll oo alale Ly —

— Monitoring vendor performance to ensure quality goll.a4ijallg duignll claoall cragjo .giahiall
standards. 2l
» Marketing, Communication, and Stakeholder 6392l jyleo gload gajgoll «laf &idlo —
Management aalnoll ulabi 8)lslg .alniYl . Giguill <

* Event Marketing and Promotion
— Creating an effective marketing plan: Channels,
timing, and strategies.

auloall aygyillg Gaguill *
cudgill Lalgiall called ardjqui aha cbidl —
Alagilpwdlg
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— Utilizing social media, email marketing, and pe @rqudl .cncloioll Jolgil Jlwg pladiwl —
traditional advertising. Ayayla il alitledlg . igrialul !
— Creating promotional materials: Posters, flyers, . . ) N . .
adlgoll .olpuil .aldnloll :a1aagpill algall Ll —

websites, and press releases.
— Influencer and partnership marketing strategies. arannll aliblg .ayigistyl

* Effective Communication and Public Relations Al5lpillg guigoll gagui alayiliwl -
— Internal and external communication strategies: dollell aldllellg dolell alinill =
Engaging  stakeholders, participants, and wlani win :ojladly cslall Jolg il ol —
attendees. S § o

Jaanllg .guS)lioll .aalnoll

— Managing media relations: Press conferences, A
aliwll.araanll alpoigoll :duollelll aldllell 6)la] —

media releases, and handling press inquiries.

— Crisis communication: Preparing for emergencies Aslanl aljuuaiwl 2o Joleillg .ayaanll
and handling unexpected situations. 20 Jolailig ¢ njlgbl) slaeiwll:alojll LT Yolgill —
* Stakeholder Management Aodqinll e cadlgoll
— ldentifying key stakeholders: Sponsors, clients, aalnoll olan 8jlal

speakers, and attendees.

ellooll 6leyl guuyil dalnoll olaoi j —
— Building and maintaining stakeholder Slell :guuiy] “ A

relationships. ) J90allg .gianiall
— Managing expectations and ensuring stakeholder dalnoll alanl go aldlle dilng Ly —
satisfaction. Aalnoll ulani ) glavg aleaqgill 6)la]l —
> Event Execution and On-Site Management adqall (na §)lallg dylaall Agaii <«

* 0On-Site Coordination and Management
— Event setup and breakdown procedures.
— Managing the event day timeline: Ensuring

abgall (na 8lallg Guuiill *
agloall elaaillg slachl Glelpo] —

smooth transitions between sessions and Jaidl glas adleall ogill caioil Jgaall é)la] -
activities. Ahaiillg aludall gu gubwdl

— Coordinating staff and volunteers during the ayloall Uil gueghinllg grabgoll guuii —
event. Wlaal auball Glusiledgal (b cladioll Jo —

— Troubleshooting on-site challenges: Last-minute

aodaioll L Liolla . aliail
changes, technical issues, and unexpected aes Heds 94

as)liwnllg caguall ayai =

problems.
* Guest Experience and Engagement G025 jganll 1) :caguall dylay] &yai glab -

— Ensuring a positive guest experience: Attendee Jblaill pyag .cllnoll
satisfaction, customer service, and networking i)l cagunlig aolgll alunauidl 8la] —
opportunities. Jooll yiyg Aulelaill Glulal JU5 g0 jganll gas —

— Managing VIPs and special guests. Al

— Engaging attendees through interactive sessions, ’ ° .
workshops, and activities. dlleall cnd pblaall §)ldlg ol *

* Event Security and Risk Management J4abgallg jgrall golg dollw glon —

— Ensuring the safety and security of attendees and &njlghl alaiwll hihAjg iblaoll aydi —
staff. agigila)l ollhinllg quolil oljlicl —

_ S:z:m:gséessmem and emergency response ldtuall hyhAillg Jylail agloall 20y ayATl <

— Insurance considerations and legal requirements. alayeillg dledll ae) andill *

» Post-Event Evaluation, Reporting, and Future .Wojgollg .zllooll yghall yo aldleill ead —
Planning o log aun JAuiy ai (pall o :adleall plai Julai —
* Post-Event Evaluation and Feedback uwaill pling (nill csllaoll

— Collecting feedback from attendees, clients, and Jrail Ul Julaig ddleall aey cliliwdl dya] —
vendor.s. PRy | olgleal

— Analyzing event success: What went well and
areas for improvement. duiljroll dyguig pylatdll =

— Conducting post-event surveys and analyzing Julaill Ladleall ol :adloall a0y yyai elid] -
data to refine future events. Aalnoll ulani alageiq ol
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* Reporting and Budget Reconciliation

— Creating a post-event report: Event performance,

financial analysis, and stakeholder feedback.

— Budget reconciliation: Finalizing financial details

and comparing actual vs. projected costs.

— Reporting on ROl (Return on Investment) and

event outcomes.
* Future Event Planning and Improvement

— Leveraging lessons learned to improve future

events.

— Developing a continuous improvement plan for

event management practices.

— Networking and staying updated on industry

trends and best practices.

Target Competencies

Event Planning and Organization

Budgeting and Financial Management

Vendor and Supplier Management

Marketing and Promotion

Communication and Stakeholder Management
Risk Management and Security

Course Methodology

This training course will be carried out through the use of
best practices and the right combination of engaging and

purposeful tools such as:

*

*

*

Practical, relevant case studies
Group activities and workshops
Related role plays

Experiential learning
Brainstorming

Stimulating mental activities
Engaging team competitions
Suitable training Videos
Presentations
Self-assessments

Learning with Simulations and Games
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Course Information

Date ayjLil Location ylaoll
18-22/1/2026 Riyadh gyl
4-8/10/2026 Khobar pall

Remarks

* Fees do not include value added tax
* Daily snacks & refreshments + lunch meal

@- 6j92Jl Albgleo
Language aolll Fees pguyll
Arabic cpyjpe 6900 SR
Arabic (e 6900 SR
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