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What are some of the key 
attributes of effective event 
managers?
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• Organised
• Process driven
• Attention to detail
• Ability to prioritise
• Solutions focused
• Adaptable
• Communication

Key attributes of effective event managers



© New Zealand Cricket  2017 

Pre-season
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• What are you trying to achieve?
• What is your budget?
• Who will be part of your delivery team?
• When and where are your matches?
• How will you measure success?

Now it’s time to break down your event plan into manageable 
steps.

Have a plan!
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Internal project plan (Microsoft Teams)
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• Accreditation
• Broadcast
• Catering
• Commercial partners
• Community
• Cricket operations
• Event presentation
• Grounds and facilities

Functional areas for international cricket

• Health and safety
• Hospitality
• Marketing
• Match officials
• Medical
• Security
• Ticketing
• Venue operations
• COVID-19
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Stakeholder project plan (SmartSheet)
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• Think about the 4 S’s – Space, Services, Stuff, Staff.
• Create templates (e.g. run sheets) to streamline processes.
• Hold regular WIP’s (Work In Progress meetings) with relevant 

personnel leading up to the season.  Communication is key!
• Establish clear communication processes with stakeholders 

(e.g. process for training cancellations/changes).
• How will you best communicate with stakeholders during the 

season?  WhatsApp is a useful tool.

Useful pre-season planning tips
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Pre-match day
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• Include pre-match days on your runsheet.
• Hold your final WIP’s with stakeholders to ensure all tasks are 

completed on the project plan.
• Communicate your runsheet and all other relevant information.
• Identify any challenges that need to be solved and work through 

these.
• Prioritise tasks that still need to be completed.
• Check all spaces at the venue to ensure everything is in place and 

in working order (test!).
• Health and safety venue walkthrough (app).

Carry out the final checks
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Runsheet (SmartSheet)
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Match day
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• Keep an eye on your runsheet to ensure everything is being 
completed.

• Carry out final venue and H & S checks (app).
• Hold necessary briefings (e.g. events team, medical, event 

presentation).
• Keep constantly alert for issues and opportunities.
• Communicate changes to match timings throughout the day 

via your chosen channels (e.g. WhatsApp).
• Be flexible and adaptable – things do not usually go 100% to 

plan, and that’s ok!

Be alert and adaptable
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Runsheet (SmartSheet)
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Post-match & post-season
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Post-match
• Hot debrief at the end of the match
• Events team debrief at the end of the day/following day

Post-season
• Have you achieved your objectives?
• Have you met your budget?
• Have you achieved success?
• Identify your successes, challenges and areas of improvement.
• Put in place an action plan to make these improvements for future 

matches.

Take actions from learnings



Any 
questions or 
comments?
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