
 

 

HIGHER CERTIFICATE IN EVENT MANAGEMENT 
The Independent Institute of Education (The IIE) 
 

 
This qualification will equip you with the skills to plan, co-ordinate and execute an event. Students 
will be trained to use basic office and presentation software and business communication for 
foundational purposes. There are various modules related directly to event management that 
students will engage with to prepare one for the event management industry planning and co-
ordination to the execution and management of events. Students will also cover an introductory 
module of public relations. The qualification includes basic business practice, marketing, and 
project management skills. This knowledge will be applied and incorporated in a workplace 
integrated learning module. Collectively, these modules will enable you to use these skills and 
optimise your employment prospects.  
 
Who is this Higher Certificate aimed at? 
 
This qualification is aimed at students who wish to coordinate and manage a broad spectrum of 
events in a professional manner. It provides students with the ability and skills to plan coordinate 
and execute events in various industries and sectors. Hence, the qualifying students can be 
employed in a wide range of corporate organisations, parastatal and governmental departments 
and event management consultancies in various industries as junior or trainee event managers 
and perform the functions of assistant event managers and event coordinators. 
 
What is this Higher Certificate’s accreditation status? 
 
The IIE’s Higher Certificate in Event Management is accredited by the South African Council on 
Higher Education (CHE) and is registered by the South African Qualifications Authority (SAQA) on 
the National Qualifications Framework (NQF) as a 123-credit qualification on level 5 (SAQA ID: 
number: 84686). 
 
 



 

 

What entry requirements will I need to study this Higher Certificate? 
 

 A National Senior Certificate (NSC) with Higher Certificate admission- A minimum of 30 % 
for English is required; OR 

 A National Certificate (Vocational) NC(V) with Higher Certificate admission – A minimum 
of 40 % in English on either First Additional Language or Home Language level, with a 
minimum of 30 % in either Mathematics or Mathematics Literacy, a minimum of 40% in 
Life Orientation and a minimum of 50% in four vocational subjects; OR 

 A Senior Certificate (SC) (without endorsement) or equivalent– A minimum of five 
subjects must be passed. 

 
Other considerations 
 
Mature Age Exemption:  

 Candidates must have attempted the Senior Certificate, attained the age of 23 before or 
during the first year of registration with three years’ work experience and proven ability 
relating to the proposed programme as well as adequate communication skills; OR 
 

 Candidates must have attained the age of 45 before or during the first year of registration. 
 
Recognition of prior learning (RPL) 
Demonstrate suitability for admission in terms of Senate’s resolution 6.6 of 20 October 2005 
which allows for Senate’s discretionary conditional admission (if applicable). 
 
Please note, requirements for entry to this qualification are correct at the time of printing, 
however, these may change. At the time of registration, please check that the entry requirements 
have not changed. 
 
If you are a foreign student, you must ensure that: 

 you have an equivalent qualification to the aforementioned; 

 your equivalent qualification is evaluated by the South African Qualifications Authority 
(SAQA); 

 you have a valid study visa issued in the name of The Independent Institute of Education 
(The IIE) that covers the duration of the qualification.  
 

Students who successfully complete the Higher Certificate in Event Management have the option 
to register for The IIE Bachelor of Arts in Corporate Communication, Bachelor of Business 
Administration (BBA) in Hospitality Management degrees, or any of The IIE diploma programmes 
in a cognate discipline.  Academic credit for some modules may be given. 
 
 
How is this Higher Certificate structured at Varsity College? 
 
The Higher Certificate in Event Management is a one year programme and consists of 14 modules. 
The modules are delivered on a full-time basis with lectures from Monday to Friday. The Higher 
Certificate in Event Management is run over two semesters, with final exams being written at the 
end of each semester. In addition to attending lectures you will be expected to spend time 
conducting your own research and working on assignments.   
 
To gain the most from the blended learning experience and VC’s Wireless classrooms and campuses, 
students are required to BYOT (Bring Your Own Technology) mobile device – netbook, laptop or 
tablet – to develop the necessary academic and digital literacies over the duration of this 
qualification. 
 
 



 

 

What must I pass in order to graduate with this Higher Certificate? 
 
In order to be awarded this qualification, you must have achieved a minimum final year mark of 
fifty percent (50%) for each module of the programme; and have met all the Work Integrated 
Learning requirements, where applicable. 
 
What qualification will I obtain? 
 
When you graduate you will receive a Higher Certificate in Event Management. 
 
Career opportunities: what employment opportunities can I pursue after I have completed this 
Higher Certificate? 
 
In addition to essential event management and public relations skills, students will gain basic 
business skills which will enhance their opportunities to enter the workplace to take up positions 
such as: 
 

 Event co-ordinator 

 Conference organiser 

 Event project manager 

 Conference producer 

 Events manager 

 Assistant venue manager 
 
Websites for you to visit: 
 
www.iem.co.za 
www.bizcommunity.co.za 
 
 
What will I study in this Higher Certificate? 
 
CURRICULUM FOR STUDENTS STARTING IN 2018 
 

Higher Certificate in Event Management 
Full academic year (February – November) 

Semester 1 Semester 2 

Event Planning and Co ordination 
 
Fundamental skills for planning, designing, 
administering and co-ordinating of an event  
History and structure of the industry.  
Apply the principles of research to the planning and 
designing of an event. 
Evaluate the effectiveness of an event. 

Event Execution 
 
Practical application of what an event manager 
would need to do prior to the event and on the 
function day.  
 

Event Management 1A 
 
Basic management skills in the event context. 
Regulatory framework of the events sector both 
locally and internationally. 
Management of staff and contracting within an 
event context. 
Logistics in the event management context. 
Sponsorship and corporate social investment.  

Event Management 1B 
 
Draw up a budget for an event.  
Basic financial principles used for an event. 
Maintain an accurate set of source documents and 
financial transactions needed for an event. 
Complete source documents related to an event.   

http://www.iem.co.za/
http://www.bizcommunity.co.za/


 

 

Introduction to Personal Computing  
 
Knowledge of the types, uses, components and 
operational procedures associated with the use of 
personal computers. 
The use of basic Windows functions. 
The use of various application software features to 
create, view and modify a professional document, 
formula driven spreadsheet and presentation 
created for a specific audience. 
Proficiency in using the various features of an e-mail 
application. 
Proficiency in using the features of a web browser to 
locate, print and bookmark the information required 
in a given situation. 

Introduction to Project Management 
 
Characteristics of the main phases and the tools 
used in project management.  
Four phases of project management will be 
examined in detail, these being the sourcing of a 
viable project, planning resources and budgets, 
executing the project to closing the project by having 
the client sign off on the project. 

Business Communication C 
 

Verbal and nonverbal communication. 
Oral and written communication skills. 
Communicating in the workplace and writing 
business orientated documents. 

Business Practice and Entrepreneurship 
 

Knowledge and understanding of entrepreneurship. 
Perform feasibility analysis which is required to start 
a business and writing a business plan. 

Public Relations 1A 
 

The principles and practices of public relations and 
the role of the public relations practitioner                         
Fundamentals of public relations 
Functions of public relations 

Public Relations 1B 
 

Effective communication 
Corporate Image and Identity 
Techniques of public relations such as crisis planning, 
corporate social investments, promotions, 
sponsorship, employee communication and special 
events 

 
 

Introduction to Scholarship 
 
Overview of the values, principles, knowledge and 
habits necessary to engage successfully in tertiary 
studies. 
Reading techniques to be able to engage effectively 
in various academic tasks. 
Proficiency in sourcing, analysing and evaluating 
information as part of the assignment-writing 
process. 
Plan, structure, write and revise written academic 
responses. 

Marketing Principles 
 
Foundational knowledge of the concepts, theories 
and principles of marketing, consumer markets and 
business behaviour.   Focuses on the marketing 
environment and the marketing research process. 
 

Digital Citizenship 
 
Foundational understanding of digital literacy and 
digital footprint. 
Be able to use a variety of electronic tools and 
techniques to effectively access and communicate 
data, information and knowledge in an online 
environment. 
Concepts and principles of basic digital commerce 
and digital law. 
Apply academic integrity and online research. 
Demonstrate knowledge and understanding of 
digital etiquette, privacy and security. 

 



 

 

Work Integrated Learning  
 
Apply acquired knowledge and skills to a simulated event management activity.  
Do a proposal and event planning for a simulated event. 

 
Timetables 
 
Our full-time programmes are aimed at students wishing to dedicate themselves to full-time face-
to-face studies for the duration of their qualification. This means that students are expected to be 
available for classes during the morning and/or afternoon throughout the academic year depending 
on how the timetable is structured. Unfortunately, students are not necessarily able to select a 
morning or afternoon format to suit their personal circumstances.   
 
We absolutely encourage students to take up part-time employment outside of class time, 

weekends and in the evenings, but full-time students must prioritise their studies and avoid 

committing to work schedules until after they have received their timetables and academic 

calendar from the institution. Students must understand that timetables remain subject to 

change throughout the year. 

 
While we strive to offer time efficient timetables (where classes are grouped together into the 
morning or the afternoon), we cannot guarantee that either format will necessarily be available 
for all programmes every semester. Where students are repeating modules, these modules may 
be offered in the evenings or weekends.  Students are required to attend classes or, should the 
module be offered online or via distance, workshops may be provided. Students may also be 
required to write assessments or submit coursework or assignments outside of normal class-time. 
 
 
Work Integrated Learning (WIL) 
 
The aim of this practical component is to provide students with the experience of following the 
event management process up to the point of planning for an event. The project is centred on a 
simulated scenario. Students will ultimately pitch the concept of an event. The first three (3) 
phases of an event management process are: research, design and planning. They will be utilised 
to develop an event proposal that will be pitched to the lecturer (who will be acting as the client). 
Students in groups will act as the event co-ordinators, planning and proposing the event to the 
“client”. This module will use the principles of event management and the development of the 
event plan will be part of students’ portfolios. Students will be required to conceptualise an entire 
event of their choice; including theme, venue, invitations, running sheet, décor, catering, 
entertainment, etc. 
 
Students must complete the Work Integrated Learning component to achieve the graduation 
requirements of this programme. 
 
Varsity College staff members are available for career advice.  Call your nearest campus to discuss 
your career options with one of our student advisors. 
 
HCEM VERSION 1 2018 20 March 2017 
 
Disclaimer:  This factsheet is valid for the 2018 intake of students only.  All programme information 
is correct at the time of printing and is subject to change. 
 

 

 



 

 

Who are our partners on this qualification?  

 

  The Independent Institute of Education - accredited by The British Accreditation Council  

The IIE has been internationally recognised and accredited by The British Accreditation Council (BAC). 
The BAC has been responsible for setting standards within the independent further and higher 
education sector for 25 years. Their accreditation is held by hundreds of colleges in the UK and 
overseas. They provide the leading mark of educational quality for the sector, which is used by 
students, parents, agencies and beyond as a guarantee of standards.   

For more information please visit http://www.the-bac.org/  
 

 
 

 

http://www.the-bac.org/

