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What is this
course about?
What is this
course about?
The purpose of this Events Coordinator short course is to introduce you 
to the exciting world of events.

It will provide you with a sound understanding of events management 
theories, combined with the knowledge and practical skills needed to 
fulfil various roles and responsibilities in the events and tourism sector, 
including planning, strategy, finance, promotion, and lifecycle 
management. 

6–12-month fully online course

Expert course lecturer

Flexible payment plans

Earn an industry-ready certificate



Why should you
choose this course?
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The course curriculum has been designed by a leading industry recognised
expert and offers the latest learning content in the events industry, giving 
you a competitive advantage. On completion of this course, you will be able 
to plan and execute smaller events or participate in the management of 
larger events.

The knowledge and skills that this course provides will enable you to explore 
exciting career directions in the events industry, including:

Tourist event coordinator

Wedding and functions coordinator and planner

Event organiser

Conference planner

Banqueting coordinator

Meetings and events coordinator

Professional assistant

Assistant hospitality manager

Concierge



Who should
take this course?
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This course is intended for individuals who would like to pursue a 
career in events management or may want to enter the field. As 
such, it offers theoretical insight and practical application for a wide 
variety of vocations, including practitioners, scholars and 
coordinators in the following domains within the events 
management sector:

Hotel and lodge employees 

Students and employees in the tourism and 

hospitality industry

Individuals involved in community events 

Employees and students in the hospitality 

industry 

Students who would like to work in the 

hospitality industry such as hotels, lodges, sport 

and recreation, venues, social clubs and 

restaurant events coordination

Students who would like to become a resort 

event manager for a holiday destination and 

many more.



What will
you learn?
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Module 1: Introduction to Events Management

Module 2: Events Planning

Module 3: Events Operations

Module 4: Events Administration

Module 5: Events Marketing

Module 6: Events Close Down

This course contains 6 substantive modules and is stacked with learning. 
Unlike other short courses, we ensure that the learning is adequate to 
facilitate skills building and is not just a superficial overview of subject-
matter.

Modules in this course:
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Topics covered

Topics covered

o The event lifecycle
o Event planning and coordination

o Site analysis and venue selection
o The event

o An introduction to the events 

industry
o The categories of events

o Historical context of events
o Attributes of events

Explore the phases and functions of the 
event lifecycle and fully understand how to 
compile a strategic events plan.

Module 2

Events Planning

An introduction to the world of events with 
specific reference to its nature, characteristics 
and attributes.

Module 1

Introduction to Events 
Management
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Topics covered

Topics covered

o Event role players
o Staffing the event

o Risk and safety in events
o Introduction to basic financial 

management

o The continual event improvement 

process
o Events logistics

o Stakeholder management
o The events operations plan

Gain insight and knowledge about the key 
administrative management duties required to 
ensure event success. 

Module 4

Events Administration

Gain a basic understanding of the events 
operation process, and learn how to devise an 
operations plan, which includes knowing the 
elements included in a plan.

Module 3

Events Operations
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Topics covered

Topics covered

o The close down of events
o The evaluation of events

o Event legacies
o The life expiry of events

o Event market research and 

segmentation
o The six P’s of events marketing

o Marketing communications
o Implement a promotional strategy for 

an event

Gain an understanding of how to close down 
events, evaluate event success against the 
event plan and understand the factors 
behind the decline of long running annual 
events.

Module 6

Events Close-down

Learn the principles and practices used in 
marketing an event, including steps to select 
market segments and marketing distribution 
channels. 

Module 5

Events Marketing



This course is delivered 
fully online

Course duration:

How you
will learn

6 months  

Maximum: 12 months 

All course material is delivered online through our data-
lite, student portal iCan which can be accessed from any 
internet connected device. Your Study Guide is also 
available in eBook format and can be downloaded for 
offline use.

During this course, you will have access to a Course 
Lecturer via iCan as well as administrative and technical 
support provided by our Student Experience and Support 
teams.

This course follows a teaching and learning plan where 
students are required to work through the online course 
materials according to the plan. The teaching and learning 
plan as well as the assignment due dates are made 
available to all students via the iCan Calendar.
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iCan is designed to give you 
a truly innovative online experience 
that makes learning easy and interactive.

o Integrated programme calendar

o Receive reminders and announcements

o Online assessments and access to results

o Multimedia learning activities 

o Easily connect with lecturers and fellow students 

o Partake in discussion forums

o Manage your profile 

o All accessible from your PC, smartphone or tablet! 
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Grade 12 (standard 10) or NQF 4 equivalent
At least 18 years of age
Alternate admission is possible on basis of Mature 
Age Exception (23 years and older)

Admission requirements:

Admission and 
selection criteria

Ability to read and write in English, which is 
the language of instruction
Students should also possess a basic level 
of digital literacy skills

Selection requirements:

A PC, Tablet or Smartphone
Access to a reliable internet connection 
An active email account

Technology requirements:

Recommended: 
o 1GB of data per month for online learning activities 
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How you will
be assessed To support your study, you will have access to an expert course 

lecturer through various support channels and you will have 
the opportunity to interact with fellow students who are 
studying the same course as you.

Teaching and learning 
support for academic 
success

For each module in a Short Course, students must complete 
various formative assessments and one end-of-module 
summative assessment. Formative and summative 
assessments are in the format of multiple-choice questions 
and/or short questions, based on the learning outcomes.

The assessment mix is 40% for the end of unit formative 
assessments and 60% for the end of module summative 
assessment, which are designed to assess knowledge, 
comprehension and application. 

Students are required to complete all assessments in the 
course and obtain the minimum pass mark as communicated. 
All assessments are completed online via the iCan student 
portal. 
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What Certification
you will receive
Upon successful completion of this course, you will be awarded an iQ 
Academy Short Course Certificate. Your certificate demonstrates that 
you have acquired industry-relevant skills which can enhance your 
promotional and employment opportunities.

Our Short Course curricula are developed by leading academics 
and experts in the field. All courses are internally quality assured and 
approved by iQ Academy’s Academic Board. iQ Academy is 
registered with the Department of Higher Education and Training as 
a Private Higher Education Institution. Our Short Courses are 
institutional learning programmes and are non-credit bearing.

Certificates are issued in the students legal name. Students must 
meet the qualifying criteria in order to receive this certificate (obtain  
minimum pass mark, fully paid up student account and submission 
of required documentation).

As a value addition, each registered student has 
free access to our DO Life micro-course series, 
designed to boost everyday life skills. Exciting 
topics include money matters, careers, personal 
branding and many more, all available on iCan. 
Each completed micro-course is awarded a 
Certificate of Participation which can be added 
to your CV.

Plus get access to free courses

Over 7,000 students have completed 
a course and 97% agree they proved 
useful and valuable!

DO Life Survey

“
”
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Our course fees are updated each year, please 
visit our website for the latest fee structure.
We offer flexible payment options to suit most 
working individuals. Fees can be paid in various 
monthly instalment plans or in full on 
enrolment.

Course fees

Enrolment process

Step 1: Enquire 

o Complete website contact form 

o Speak to a Student Advisor 

o Complete enrolment application

Step 2: Register 

o Submit documentation 

o Pay your fees

o Receive student number

Step 3: Start

o Access iCan

o Complete onboarding journey 

o Engage with lecturer
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iQ Academy is registered with the Department of Higher Education and Training as a Private Higher Education Institution under the Higher 
Education Act, 1997, Registration Certificate No. 2012/HE07/001.

/iQAcademySAiQAcademy_onlineiQAcademySA

Have questions? 
We are here to help
Get in touch with us

087 086 6065 | info@iqa.ac.za | www.iqacademy.ac.za

https://www.youtube.com/channel
/iQAcademySAhttps://www.instagram.c

om/iQAcademy_online
https://www.facebook.c
om/iQAcademySA


