
Event Assistant
LEVEL 3

This apprenticeship will show the learner how
to work in an events company or events
department in an organisation, helping event
planners and project managers to organise and
host events.



Occupation Summary
An Event Assistant is an entry level position, typically working within a
team of people in an events company or within the events department
of a larger organisation.   The role would usually provide support to a
number of Event Planners or Project Managers by carrying out a
diverse range of tasks necessary to plan, organise and deliver an event.  
For example, searching for the right location and venue for the event;
working with the design team on the look and feel of the event; or
organising logistics like transportation and catering. 

The events organised may be for the company where the Event
Assistant is working, or could be for a variety of different clients
including large corporations, smaller companies and not-for-profit
organisations.

The Level 3 Event Assistant qualification covers three main areas -
Operational, Professional, Commercial and during your training you will
cover a broad range of activities as well as sizes, from small numbers of
attendees through to thousands. Around 75% of events are conferences,
meetings, trade shows and exhibitions. Other events include outdoor
events, cultural events, sporting and music events.

As well as holding events in the UK, events agencies and events departments
organise events in different countries around the world.
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Looking to find out more about this apprenticeship? Contact us today!
enquiries@protrain-solutions.co.uk

01252 712945 www.protrain-solutions.co.uk
@protrainuk

Duration 

12-18 months

tel:01252712945


Frequently Asked Questions

How do I search for apprenticeship vacancies?
We have a recruitment service for employers looking for apprentices and the vacancies are
advertised on our website - view vacancies.   There is also the 'Find an apprenticeship' website
from Gov.uk that hosts nationwide vacancies and other information plus guidance. 

What if I don't think I (or my learner) meets the eligibility?   
Please get in touch with us, we appreciate everyone's situation is different and our experts here
can discuss this with you.  

Why choose Professional Training Solutions?
We have a team of apprenticeship experts who can help you and your business to develop your
key asset - your workforce.  We always put the learner at the heart of everything we do to ensure
they get the best training and ultimately become a fantastic part of your team.   We offer several
different apprenticeships standards across multiple industry sectors as well as other training and
qualifications. 

Looking to find out more about this apprenticeship? Contact us today!
enquiries@protrain-solutions.co.uk

01252 712945 www.protrain-solutions.co.uk
@protrainuk

Progression
From your Level 3 (A-Level equivalent) then you can then progress further onto a Level 4-7
Apprenticeship qualification in Events Management. 

Entry Requirements
Individual employers will set their own selection criteria. This will typically include a minimum of
Level 2 English and maths.   Apprentices without level 2 English and maths will need to achieve
this level prior to taking the end-point assessment.

Anyone, from any background, can have a successful career in event management if they have
the right attitude, passion, stamina and commitment to learning.  Previous experience is not
typically needed.  It is a demanding yet very rewarding environment to work in.   Flexible, calm
and proactive individuals with energy, enthusiasm, good communication skills, patience and an
ability to empathise are ideal candidates for the events profession.
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Other Business apprenticeships available: 

Level 2 Accounts/Finance Assistant
Level 2 Customer Service Practitioner
Level 3 Accounts Assistant
Level 3 Business Administration
Level 3 Customer Service Specialist
Level 3 Team Leader/Supervisor
Level 5 Operational/Department Manager
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