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BECOMING AN EVENT PLANNER
Are you thinking of starting an exciting career as an event or wedding planner?
Learn if it’s the right career for you!

IS A CAREER IN EVENT PLANNING
RIGHT FOR YOU?
That’s a big question! There’s no doubt that event planning is a growing industry,
and a very prosperous one at that. For a good, qualified event planner, the sky’s
the limit on what they can achieve in their career.
But like any industry, it’s not a right fit for everyone.
In this book, we’ll discuss the skills and qualities you’ll need to succeed as an event
planner, the reasons why you might want to consider it as a career, and some of
the mistakes you can avoid on your road to success.
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YOU’LL NEED THESE SKILLS!

Before going any further, let’s take a moment to outline the skills that are essential to all successful event and wedding planners. If you’re thinking
about a career in the industry, you’ll need to possess these skills!

EXCELLENT COMMUNICATION AND NETWORKING SKILLS

TIME-MANAGEMENT AND MULTITASKING ABILITIES

As a planner you’ll need these skills to confidently market yourself to potential

Successful planners need these skills for making sure nothing slips through the

clients, interact with a diverse client-base, build valuable relationships with vendors

cracks! You’ll have a lot of tasks with varying deadlines to juggle so being organized

and maintain strong relationships with clients. Specifically, you’ll need:

ensures everything gets done on time. It’s likely you’ll be coordinating multiple
vendors for multiple events at the same time and you’ll be in charge of making sure

•

Excellent verbal and written communication skills

•

The ability to work with all kinds of people

•

The capability to set and maintain deadlines

•

A talent for being tactful, patient, and calm with clients under stressful situations

•

The ability to work on multiple tasks in a very short timeframe

•

The ability to comfortably interact with strangers (both potential clients and vendors)

•

A knack for anticipating problems and preemptively introducing solutions

•

Again, this can’t be done without outstanding communication skills!

it’s all on schedule. Specifically, you’ll need:

THE BOTTOM LINE:

THE BOTTOM LINE:

Don’t get into the event planning industry if
you don’t like working with people.

If you’re someone who loves lists and calendars,
and who lives to meet deadlines, then this might
be the right career path for you.
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YOU’LL NEED THESE SKILLS!

PLANNING AND EXECUTION SKILLS

STRONG WORK ETHIC & FLEXIBILITY

This one is a no-brainer! If you’re going to be planning and executing an event, you’ll

Being a planner can be fun and games, but it’s still a job! You’ll be working long

need to be able to visualize a successful event and take all the necessary steps

hours and on days that most other people have off, since that’s when events are

towards making that vision a reality. In particular, you’ll need:

typically scheduled to take place. In particular, you’ll need:

•

A talent for creativity

•

The flexibility in your schedule to work evenings and weekends

•

A high attention to detail

•

A willingness to work long hours to meet approaching deadlines

•

The ability to visualize a theme based on someone’s vague description

•

Excellent stress management abilities

•

A gift for problem solving

THE BOTTOM LINE:

THE BOTTOM LINE:

If you become excited at the idea of turning a
concept into a creative reality with very little
direction, you’re in the right place.

In order to become a successful event planner,
you need to accept that you won’t always work
a 9-to-5 job with all your weekends off.
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REASONS TO BECOME AN EVENT PLANNER

IT’S REWARDING
Event Planners make a lasting impact on their clients’ lives and why not? Planners
coordinate the celebrations that mark major milestones like weddings, birthdays
and retirement parties.
As a planner, you’ll orchestrate everything from the food guests rave about to the
carefully arranged centerpieces that fit so perfectly with the event’s theme and
color scheme. Your time-management and organizational skills will allow your
client’s vision to come to life on schedule and within budget, without them having
the stress of coordinating it themselves.
Event Planners have a unique opportunity to make a difference in the world too!
Who do you think is responsible for coordinating the fundraising events that raise
money for local charities or the awareness-raising events that draw attention to
worthy social and environmental causes?

IT’S A CHANNEL FOR CREATIVE ENERGY
When you think about turning a creative outlet into a career the term “starving artist”
probably comes to mind. The good news is that being an Event Planner means you can
have your cake and eat it too.
As a planner, you’ll be able to take your client’s idea and run wild with it. A major component
of planning is coming up with ideas for events that are cohesive while incorporating your
client’s goals and interests in unexpected ways. Depending on the type of event, you’ll
help your clients pick a theme and color scheme, plan the décor, find engaging speakers
or entertainment and even plan unique and creative games.
This is a job that requires flair and imagination. When you boil it down, a successful event
is one that is enjoyed so as an Event Planner it’s your responsibility to bring the fun!
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REASONS TO BECOME AN EVENT PLANNER

THERE ARE OPPORTUNITIES ABOUND
The only limit to your success in this field is your own degree of ingenuity! One

It’s not just age that presents an opportunity in this field. If you market yourself

question we hear a lot at QC is “Do you think I’m too young/old to be a planner?”

creatively, you can use your unique background, experience and interests to give

The answer is always, not a chance! You can view your age as an opportunity.

yourself an edge! If you have more of a professional background, then promote

Younger planners can market themselves for events like pub crawls, graduation
parties or events within the local music scene. More mature planners can then focus
on second/third marriages, vow renewals, retirement parties or family reunions.

yourself as a planner for corporate retreats, company meetings or to non-profits
events using your background and experience as a launching pad. If you are a vegan
then angle yourself towards planning awareness-raising and fundraising events
within the vegan/animal rights community that you’re probably already familiar with.
The possibilities are limited only by your own imagination.

QC EVENT SCHOOL

BECOMING AN EVENT PLANNER

5

REASONS TO BECOME AN EVENT PLANNER

THERE’S A POSITIVE CAREER OUTLOOK
Let’s get down to business. Before making any decisions you’ll want to know if Event

•

According to the US Department of Labor and the Government of Canada Job
Bank , North American planners can expect to earn on average $22-23 per hour
or approximately $45,000 per year.

•

MyFuture , an Australian job outlook resource, reports that Australian planners
make around $52,676 annually.

•

UK’s National Career Service suggests that entry level planners may start at
salaries of £17,000 to £21,000 but these salaries will increase within a few years

Planning is a sustainable, profitable career path. The great news is that the labor
market outlook is rosy across the globe.
Looking at the United States, Canada, the United Kingdom and Australia, these
countries are already experiencing faster than average growth in the field.
The US Department of Labor predicts a 33% increase in growth over the next ten
years. The Government of Canada Job Bank, the National Careers Service for the

of experience to £25,000 to £40,000!

UK and the Australian Government Job Outlook echo this sentiment, reporting that

In other words, you may want to get your foot in the
door while the getting’s good!

the numbers of job openings in the field are continuing to exceed the number of
qualified planners.

http://www.bls.gov/ooh/Business-and-Financial/Meeting-convention-and-event-planners.htm

1

http://www.jobbank.gc.ca/report-eng.do?area=11326&lang=eng&noc=1226&action=final&ln=n&s=1&source=8#report_tabs_container2

2

http://myfuture.edu.au/explore-careers/browse-occupations/details?anzsco=149311A

3

https://nationalcareersservice.direct.gov.uk/advice/planning/jobprofiles/Pages/eventsmanager.aspx

4

*Average salaries as of July 2015.

QC EVENT SCHOOL

BECOMING AN EVENT PLANNER

6

MISTAKES TO AVOID

So we’ve covered what skills you need to become a successful event planner, and the

Certification can make up for a lack of hands-on planning experience. An event planning

reasons why it might be a right choice for you. Now, we’ll leave you with a few of the

course will give you the tools, knowledge-base and confidence to navigate the field

most common mistakes event planners tend to make, and how you can avoid them!

successfully. You’ll learn how to manage budgets, the planning time-frame, vendors,

LACK OF EVENT PLANNING TRAINING OR EXPERIENCE

suppliers, your clients and a multitude of event types. The event field is unregulated so

Before you get started in the industry you’ll need one of the following:

if you don’t have the experience to compensate for a lack of training.

•

Practical experience with a solid portfolio; OR

•

Professional training with certification.

there is no legal requirement for certification, but you’ll have a hard time finding clients

If you’d like to know more about whether an event planner certification is right
for you, check out this article from QC Event School:

THE PROS AND CONS OF EVENT PLANNER CERTIFICATION
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MISTAKES TO AVOID

MISCOMMUNICATION
Poor communication between yourself and your client can set you up for failure.

You should also listen for areas your client overemphasizes or avoids talking about.

Your client has certain expectations for their event and it’s up to you to make sure

Does your client keep stressing the budget restrictions or changing the subject

you’re both on the same page. Remember, it’s the client who decides whether the

when you bring up the guest list? Probe into any mixed-messages to make sure

event was successful or not.

your client’s wishes are crystal-clear.

The key to great communication is learning how to actively listen to your client.

As you progress through the planning process it’s important to continuously check-in

Listening is more than just hearing the words coming out of your client’s mouth.

with your client to make sure you’re still on the same page. Event Planners aren’t mind-

You’ll need to use your intuition and perception! Watch for clues in your client’s

readers (though how handy would that be!) and your clients may change their mind

body language. For example, if your client’s eyes light up when they talk about

and forget to let you know! Before formally booking or purchasing anything for the

hiring a band you can safely assume that the entertainment is a priority for them.

event, it’s a good idea to get confirmation that you’re still headed in the right direction.
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MISTAKES TO AVOID

CUTTING CORNERS
As an independent event planner, your resources are somewhat limited. You don’t have
a team to rely on during crunch-time so it’s all on you – even the tasks you dislike doing
or that are outside your skill set. You may be tempted to cut corners to avoid the tasks
you dislike but be warned, that may blow up in your face. Here’s an example:
You have a client whose expectations exceed their limited budget. If you are a people
pleaser, you may be hesitant to lose the client or burst their bubble. Instead, you try to
augment the budget by finding the lowest price suppliers possible. The end result? You
put in a lot of extra time trying to find bargains and sacrifice quality or reliability in order
to fulfill an unrealistic budget.

Before you start planning the event you need to have an understanding of the work
involved and any resources at your disposal.

Sure, it’s not “fun” to be the source of disappointment or confront an uncomfortable
truth, but you’re the boss. All responsibilities (good, bad and otherwise) fall to you.

•

exacting specifications?

Be honest with yourself and your client from the beginning. If you’re going to have
to disappoint them it’s better to do it during the consultation instead of on the day

Is your client a DIY queen who wants every detail of the décor customized to her

•

Is there a bridal party or team of family members willing to help out?

POOR PLANNING

•

To what extent are they available and do they have any special skills to contribute?

Your clients are paying you to coordinate their event because they don’t have the time

You should use a checklist throughout the entire planning process and assign

or ability to do it themselves. If their event goes off without a hitch they will recommend

deadlines for each listed task. This will help you stay on track even during the hectic

you and their guests will keep you in mind for their future events. However, if the event

week leading up to an event. Schedule every little detail, no matter how insignificant

doesn’t go as planned you should know that they will tell anyone who will listen about

it seems, because those are the easiest to forget.

their bad experience.

If you need help getting started, click below to download QC’s

of their event.

A behavior research company called TARP did a study on word-of-mouth and found
that negative experiences spread like wildfire. While satisfied clients will tell a few people
about their awesome experience, disappointed clients talk to an average of 12 people!
Surprisingly enough, those 12 people will then tell another 6 people each. In other
words, one bad experience with a client equals a possible 85-person reach. Yikes!
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MISTAKES TO AVOID

CONFLICTING EVENTS

UNRELIABLE VENDORS

There’s a strong possibility that the venue you’re interested in will be hosting other events

When you’re new you won’t have the well-developed relationships with vendors

on the same day as yours. You should ask who you would be sharing the space with to

an experienced event planner has. These relationships (and the trust that comes

determine whether it will pose problems for your particular event. For example, if you

with them) take time to build. Eventually, you’ll have a contact list filled with reliable

are hosting a corporate event you may not want to have a Harley Davidson Biker Rally or

vendors you’ve worked with that consistently meet deadlines and come through

children’s circus themed party down the hall.

for you. Until then, you need to try to make the best choices possible!

You’ll also want to find out who would be in charge of resolving noise complaints on the day

Gather information from multiple vendors or suppliers that you’re considering for

of the event. Have their number handy just in case you have unexpected noisy neighbors!

your event. Start by getting quotes so you can compare services and pricing. Ask
for references and testimonials but don’t stop there – search online for reviews as
well! Making an informed decision will increase your chance for success.
Choosing and booking your vendors is only half the battle. One of the most
common rookie mistakes is forgetting to confirm your vendors before the event. To
prevent disasters, follow-up with your vendors at least 48 hours before your event
to confirm everything is in order. Make sure they still have the correct information
for your event (head counts, flower choices, etc). Who knows – maybe the person
you booked with has moved on to another job and did not leave detailed records.
Are you just starting out in event planning? Download this guide!

QUESTIONS TO ASK ALL VENDORS BEFORE THEY’RE BOOKED
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MISTAKES TO AVOID

NO BACK-UP PLAN
Murphy’s Law should never be far from your thoughts as a planner: “Anything that
can go wrong, will go wrong.” All the preparation and planning in the world does
not guarantee a flawless event. You can hope for the best but you need to prepare
for the worst. Having a “Plan B” can save you if and when things go horribly wrong!
You need to make risk assessment part of your planning process. Identify potential
risks for your event and come up with contingency plans. Create a list of emergency
vendors who can act quickly and have a similar product/service to what you’ve

case the planned MC is sick or late. For any outdoor events, have an indoor space
available to you or room in the budget for an emergency tent!
We hope this helps you avoid the common mistakes you may encounter when
becoming an Event Planner! Keep this quote in mind as you start your journey:

“Learn from the mistakes of others. You can never live long
enough to make them all yourself”

booked. Make sure you have a second choice standing by to take on MC duties in

QC EVENT SCHOOL
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ABOUT QC EVENT SCHOOL
If you’ve decided that a career in event planning is right for you, and you want to
become an event planner, QC Event School is here to help!

Study from home on your own time. Take up to three years to

Gain access to a top-tier student support team that’s ready to answer all

complete any program.

your questions from assignment assistance to career advice.

Read course texts, watch instructional videos, and complete hands-

Join an international community of event planners on the school’s

on assignments that prepare you for your event planning career.

forum, social media, and continued access to QC’s online student
center for continuing education materials.

Learn from expert tutors – professionals working in the
event planning industry – who evaluate and critique all your

Graduate with a certification and professional designation that’s

assignments.

recognized world-wide.

Enroll in one of four event & wedding planning courses and
learn all you need to become a successful event planner!

Learn more about QC’s Courses
Meet the Tutors
Check out QC’s Tuition Fees & Pricing Plans
Get answers to Frequently Asked Questions
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CONTACT US!

JOIN THE QC COMMUNITY!

INFO@QCCAREERSCHOOL.COM
US & CANADA: 1-800-267-1829
UNITED KINGDOM: 0800 066 4734
AUSTRALIA: 1 800 358 931
INTERNATIONAL: +1 613 749 8248

STUDENT SHOWCASE

13

