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1. What is the purpose of this guide?

Industry professionals know the field, and the knowledge and 
abilities required to hold successful meetings and business 
events. This information is presented in the Meetings and 
Business Events Competency Standards (MBECS). The intent 
of this curriculum guide is to provide ideas and tools that allow 
educators to incorporate the MBECS in their curriculums, 
helping them provide relevant and quality programming to 
benefit of their students and institutions and the meeting 
profession.  

The goals of the curriculum guide are to help educators:

recognized industry standards and 

industry expectations.

This guide outlines approaches and provides templates, samples 
and other resources to help instructors select content, define the 
appropriate breadth and complexity of that content, develop 
competency-based learning outcomes and design appropriate 
teaching and assessment strategies.  

This guide is also intended to be flexible, not prescriptive, 
recognizing that educational institutions vary greatly in the 
focus of their programs, how they organize and approach 
teaching meeting and competencies and how much of the 
standards they incorporate. 

By using the MBECS in their curriculums, educators can more 
easily promote the applicability of their programs and assess 
the comparability of programs among institutions. In some 
jurisdictions, post-secondary institutions must demonstrate 
that they have incorporated industry standards into their 
curriculums before their programs are accredited.  

As the meeting industry emerges as a recognized profession, 
a review against the MBECS provides the ratings for 
benchmarking against other academic programs and against 
industry professional certification requirements.  

2. How is this guide organized? 

The guide has been developed in sections. The first three offer 
background information relevant to all readers. From there, 
educators can focus on the sections that apply to their needs.

3. What key terms are used in this guide?

Understanding the following terms is essential to understanding 
the processes and resources provided in this guide. They also 
help bridge the gap between academic and industry terminology 
and provide insight into the approach used to develop this 
guide. For a complete glossary, refer to Appendix 1.

Competency standards

working in a domain can be measured  

professional attitudes) required for an occupation or field

workers for the purposes of career planning, training and 
assessment

Curriculum levels or exit points 

and transferability among programs and educational 
institutions

levels for program delivery related to three corresponding 
levels of workplace responsibility (coordinate, manage and 
direct)

Learning outcomes

able to do (knowledge, skills and abilities) at the end of a 
learning experience 

are more general than course outcomes)

inputs (what instructors can do to help learners achieve the 
goals)

assessments

4. What is the MBECS? 

The Meeting and Business Event Competency Standards 
(MBECS) are a global, industry-endorsed description of the 
knowledge and abilities that experienced meeting professionals 
need in order to be successful. The MBECS are a meeting and  
business event specific adaptation of the Event Management 
International Competency Standards (EMICS) which were 
developed by the Canadian Tourism Human Resource Council 
(CTHRC) and the Events Management Body of Knowledge 
(EMBOK) partners in 2009 with the input of industry 
representatives from more than 20 countries.

The content of EMICS and MBECS is organized into the 
following categories:
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The MBECS standards were developed to show the broad 
range of knowledge and abilities required of those who work 
in the meeting industry. They do not describe the competencies 
of one occupation, rather all of the competencies required of 
professionals in the field of meeting management at all levels of 
responsibility. 

The MBECS standards also include contextual information for 
each skill or task, including the time it takes to master the skill 
(in years), the frequency at which it’s performed or manifested 
and the level of its importance relative to the total job. 

The standards serve many purposes for human resource 
development. They are used as a content source for education, 
recruitment, training, performance reviews, employee 
recognition and professional credentials.  

The standards can be downloaded at www.mpiweb.org/
MBECS. Along with this guide, they serve educators as a key 
resource for curriculum development in the area of meeting 
management. 

5. How can this guide benefit educators? 

This guide will help educators navigate the challenges that 
competency standards present, including the need to determine 
what should be taught and when, and the level of complexity 
and depth to which the competencies should be taught in a 
specific course or program.  

For example, educators teaching a first-year course should not 
expect students to demonstrate the knowledge and abilities 
for strategic planning as presented in the standards—those 
competencies are expected of experienced meeting professionals 
in positions of high responsibility. Educators might, however, 
expect these students to know what strategic planning is and 
why it is important.

The MBECS Curriculum Guide can help educators achieve the 
following objectives.

a. Identify relevant and current content areas for programs 
and courses

b. Compare existing programs and courses to the MBECS 

c. Translate the MBECS into program and learning outcomes 
in a consistent manner 

d. Develop progressive curriculum at three levels of workplace 
responsibility (coordinate, manage and direct), which can 
also serve as exit points for program delivery

e. Write learning outcomes that clearly specify expectations 
of students, thereby facilitating articulation and credit-
transfer agreements with other educational institutions and 
professional associations

f. Design and develop teaching and assessment strategies that 
match learning outcomes 

g. Help prepare students for education and career goals, 
such as identifying course prerequisites and the range of 
employment options and incorporating industry credentials 
into programs 

h. Market courses and programs a) as being based on global 
industry standards and b) with an accurate description of 
purpose and scope

6. How can this guide benefit other stakeholders?

Students and industry professionals will benefit from:

at three progressive levels

or course content

prior learning

requesting funding for new programs

Meeting and event professional associations will benefit from:

and courses that meet member training needs

global industry standards

Employers and supervisors will benefit from:

A. Strategic Planning

B. Project Management

C. Risk Management

D. Financial Management

E. Administration

F. Human Resources

G. Stakeholder Management

H. Meeting or Event Design

I. Site Management

J. Marketing

K. Professionalism

L. Communication
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will know and be able to do

programs and courses that incorporate the MBECS have 
learned relevant content

activities

Educational and training organizations will benefit from:

programs

responsive to expectations

identify and promote program specializations

transfer of credit agreements

The benefits described above will assist educational institutions 
in marketing their programs and courses. The use of the 
MBECS by an educational institution is a significant signal of 
its desire to meet industry needs and will not go unnoticed by 
industry stakeholders.   

7. What is MPI? 

Established in 1972, Meeting Professionals International (MPI) 
is the largest trade association for the meeting industry. MPI is 
committed to defining and communicating the value meetings 

bring to individuals, organizations and the global economy. 
MPI plays a leadership role in the development of its members 
and the meeting industry. Encouraging and helping educators to 
use the MBECS for curriculum development and review is a key 
activity in that leadership role.

8. Acknowledgements  

MPI would like to thank the following individuals and 
organizations for their contributions of expertise and resources 
to this document.

 Amanda Cecil, PhD, CMP, Indiana University

 
Environmental Sciences
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1. Three Levels of Curriculum 

The MBECS describes the competencies required by 
professionals in the entire field of meetings practice, not just a 
single occupation. Because its scope is broad and encompasses 
several occupations and levels of responsibility, the MBECS 
needs to be analyzed and presented in a manner that makes it 
easier for educators to use in curriculum development. 

In the meeting and business event profession, individuals can 
progress in roles and responsibilities as they increase their 
knowledge and abilities. Broad responsibilities are based on 
three progressive workplace roles—to coordinate, manage and 
eventually direct meetings and business events.  Descriptors of 
these three progressive role categories are outlined below.

Coordinate.  
Individuals at the this level assist a meeting manager and are 
responsible for coordinating and implementing detailed meeting 
plans including the registration process, recruitment, training 
and supervision of volunteers and support staff. They also assist 
with reports and meeting evaluation. They work independently 
in areas of their responsibility and under the direction of a 
manager for all other responsibilities. They often gain broad 
exposure to the meeting industry in this role.

Manage.  
Individuals at this level are responsible for planning and 
managing meetings to achieve strategic goals and objectives 
through program design, event implementation and 
management. They monitor and evaluate meeting outcomes 
and train and manage staff. They have considerable autonomy 
and responsibility for other staff. Where there is a position 
of meetings director in the organization, they take high-level 
direction from that individual.

Direct.  
Individuals at this level may have roles and responsibilities that 
are part of the executive branch of an organization and may be 
responsible for connecting meeting and business event strategies 
to overall organizational strategies and business plans. Their 
location in the organization partly depends on the size of that 
organization and the number and complexity of meetings 
held. They work with other departments where applicable, 
and plan meetings based on research about, knowledge of and 
involvement in the broader industry. At the direct level they 
develop, manage and evaluate strategic objectives and financial 
plans and have responsibility for stakeholder, sponsor and 
funder relationships. They oversee all staff members on the 
meeting management team.

These three progressive workplace roles form the foundation 
for how the sub-skills in the MBECS have been organized for 
curriculum development. Each sub-skill is allocated to one of 
these three levels, depending on the complexity of learning 
required. The assigned level was determined using a formula 
based primarily on knowledge taxonomy ratings and secondly 
on performance taxonomy ratings and years to master ratings 
(see Appendix 2, Standards Rating and Curriculum Levels). The 
assigned level reflects when instruction on each sub-skill will be 
completed.

2. Progression to Exit Points

These three curriculum levels are progressive. The manage 
level builds on and incorporates the competencies assigned 
to the coordinate level, and the direct level, in turn, builds 
on the competencies assigned to the manage level. These 
progressive curriculum levels provide educators and students 
with reference points for planning career paths and related 
learning. They also serve as exit points for program delivery 
completion. The exit points reflect when instruction on a sub-
skill should be completed and that, hopefully, will correspond 
with the achievement of an educational qualification such as 
a certificate, diploma or a degree. The names of qualifications 
will vary among educational systems. 

This guide encourages post-secondary up to undergraduate 
degree programs to cover the knowledge requirements—and 
the performance requirements to the greatest degree possible—
at the coordinate and manage curriculum levels. 

3. The Curriculum Levels Chart

In the following table (Figure B1) you will find a list of the 
MBECS sub-skills and their specified exit (i.e., completion) 
levels. All topics can be introduced at the coordinate level, as 
sub-skills assigned to the manage or direct curriculum levels can 
be introduced in a less complex manner then. 

As illustration of this, consider sub-skill 24.01: Create logistics 
action plan for set up and take down. Learning experiences 
related to this sub-skill could be introduced at the coordinate 
level and finished by the manage level. The sub-skill 24.04—
Take down site—on the other hand, would be introduced and 
completed at the coordinate level. Delivery and sequencing, 
however, should be at the discretion of programs. 

These curriculum exit levels are related to content topics, 
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not to time frames. It’s not assumed that all the coordinate 
introductory knowledge would or could be completed in Year 
1, and the manage level content in following years. It does, 
however, attempt to ensure that those delivering a manage-level 
program (which covers both coordinate and manage levels) at 
some point cover both coordinate- and manage-level knowledge 
and skills. 

These curriculum exit levels were developed using an adapted 
version of Bloom’s Taxonomy to identify the complexity levels 
of the MBECS sub-skills according to knowledge level ratings 
of one (lowest) to six (highest), and performance/ability level 
ratings, also one to six (see Appendix 2). The knowledge rating 
was the primary factor considered in the assignment. The 

performance ratings and the “years to master” ratings were 
secondary factors. Sub-skills with a knowledge rating of 1 or 2, 
and sometimes 3 (depending on the performance and “years to 
master” ratings), were assigned to the coordinate level. Sub-
skills with a knowledge rating of 3 or 4, and sometimes 5, were 
assigned to the manage level. Finally, sub-skills with ratings 
of 5 or 6 were assigned to the direct level.   The assignment of 
sub-skills to the coordinate, manage, or direct level serve as 
curriculum exit points and global benchmarks.

For an example of how these curriculum levels translate into 
program and course learning outcomes at varying levels of 
complexity, refer to Section D.” 

Figure B1 MBECS Curriculum Levels Chart

For Standards Ratings and Curriculum Levels Chart used 
to identify the curriculum levels, see Appendix 2.

MBECS Categories, Skills and Subskills 1. Coordinate 2. Manage 3. Direct (post-grad)

A. STRATEGIC PLANNING

1. Manage Strategic Plan for Meeting or Event

1.03   Determine requirements to carry out meeting/event

1.05   Monitor strategic plan

2. Develop Sustainability Plan for Meeting or Event

3. Measure Value of Meetings and Business Events

3.01   Develop evaluation plan

3.02   Measure return on investment

Curriculum Levels
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Figure B1 MBECS Curriculum Levels Chart (continued)

For Standards Ratings and Curriculum Levels Chart used 
to identify the curriculum levels, see Appendix 2.

Curriculum Levels

MBECS Categories, Skills and Subskills 1. Coordinate 2. Manage 3. Direct (post-grad)

B. PROJECT MANAGEMENT

4. Plan Meeting or Event

4.02   Develop quality standards, policies, procedures

4.03   Develop theme for event

4.04   Develop procurement plan

4.06   Develop integrated communication plan

4.07   Develop evaluation/audit procedures

5. Manage Meeting or Event Project

5.01   Manage critical path

5.02   Manage contracts

5.03   Manage running of meeting or event

C. RISK MANAGEMENT

6. Manage Risk Management Plan

6.01   Identify risks

6.02   Analyze risks

6.03   Develop management and implementation plan

6.04   Develop and implement emergency response plan

6.05   Arrange security
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Figure B1 MBECS Curriculum Levels Chart (continued)

For Standards Ratings and Curriculum Levels Chart used 
to identify the curriculum levels, see Appendix 2.

Curriculum Levels

MBECS Categories, Skills and Subskills 1. Coordinate 2. Manage 3. Direct (post-grad)

D.  FINANCIAL MANAGEMENT

7. Develop Financial Resources

7.01   Manage sponsorship process

7.02   Manage donor process

7.03   Manage program funding process

7.04   Manage registration process

8. Manage Budget

9. Manage Monetary Transactions

9.02   Monitor cash handling procedures

E.   ADMINISTRATION

10. Perform Administrative Tasks

10.02   Manage information system

10.03   Write reports
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Figure B1 MBECS Curriculum Levels Chart (continued)

For Standards Ratings and Curriculum Levels Chart used 
to identify the curriculum levels, see Appendix 2.

Curriculum Levels

MBECS Categories, Skills and Subskills 1. Coordinate 2. Manage 3. Direct (post-grad)

F. HUMAN RESOURCES

11. Manage Human Resource Plan

11.01   Determine workforce requirements

11.03   Develop training plan

11.04   Monitor human resources plan

12. Acquire Staff and Volunteers

12.01   Develop selection criteria

12.03   Interview candidates

13. Train Staff and Volunteers

13.01   Provide orientation

13.02   Provide training

14. Manage Workforce Relations

14.03   Manage teams

14.05   Process terminations and resignations
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Figure B1 MBECS Curriculum Levels Chart (continued)

For Standards Ratings and Curriculum Levels Chart used 
to identify the curriculum levels, see Appendix 2.

Curriculum Levels

MBECS Categories, Skills and Subskills 1. Coordinate 2. Manage 3. Direct (post-grad)

G. STAKEHOLDER MANAGEMENT

15. Manage Stakeholder Relationships

15.01  Identify stakeholders

15.02   Assess stakeholders

15.03   Classify stakeholders

15.04   Manage stakeholder activities

15.05   Manage stakeholder relationship

H. MEETING OR EVENT DESIGN 

16. Design Program

16.01   Determine program components

16.02   Select program content and delivery formats

16.03   Structure and sequence program components

17. Engage Speakers and Performers

17.01   Determine event requirements for speakers  
            and performers

17.02   Develop selection criteria

17.03   Select candidates

18. Coordinate Food and Beverage Services

18.02   Select menu(s)

18.03   Plan service style(s)

18.05   Manage alcohol service
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Figure B1 MBECS Curriculum Levels Chart (continued)

For Standards Ratings and Curriculum Levels Chart used 
to identify the curriculum levels, see Appendix 2.

Curriculum Levels

MBECS Categories, Skills and Subskills 1. Coordinate 2. Manage 3. Direct (post-grad)

H. MEETING OR EVENT DESIGN  (continued)

19. Design Environment

19.02   Select decor and furnishings

19.03   Coordinate meeting or event signage

20. Manage Technical Production

20.01   Determine requirements for staging and  
            technical equipment

20.02   Acquire staging and technical equipment

20.03   Install staging and technical equipment

20.04   Oversee technical production operation

21. Develop Plan for Managing Movement of Attendees

21.01   Develop admittance credential systems

21.02   Select crowd management techniques

21.03   Coordinate accommodation and transportation

21.04   Manage protocol requirements

I. SITE MANAGEMENT

22. Select Site

22.02   Identify and inspect sites

23. Design Site Layout

23.01   Design site layout
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Figure B1 MBECS Curriculum Levels Chart (continued)

For Standards Ratings and Curriculum Levels Chart used 
to identify the curriculum levels, see Appendix 2.

Curriculum Levels

MBECS Categories, Skills and Subskills 1. Coordinate 2. Manage 3. Direct (post-grad)

I. SITE MANAGEMENT (continued)

24. Manage Meeting or Event Site

24.01   Create logistics action plan for set-up & take-down

24.02   Set up site

24.03   Monitor site during meeting or event

24.04   Take down site

25. Manage On-site Communication

25.02   Determine & acquire required  
            communication equipment

25.03   Specify communication procedures and protocols

J. MARKETING

26. Manage Marketing Plan

26.01   Conduct situational analysis

26.05   Develop integrated marketing strategy

26.06   Implement marketing plan

27. Manage Marketing Material

27.01   Determine marketing materials needed for event

27.02   Develop content and design parameters

27.03   Produce marketing materials
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Figure B1 MBECS Curriculum Levels Chart (continued)

For Standards Ratings and Curriculum Levels Chart used 
to identify the curriculum levels, see Appendix 2.

Curriculum Levels

MBECS Categories, Skills and Subskills 1. Coordinate 2. Manage 3. Direct (post-grad)

J. MARKETING (continued)

28. Manage Meeting or Event Merchandise

28.02   Determine pricing

28.04   Produce merchandise

28.06   Coordinate hospitality

29. Promote Meeting or Event

29.01   Develop advertising plan

29.02   Develop cross-promotional activities

29.03   Develop contests

29.04   Coordinate sale promotion

30. Contribute to Public Relations Activities

30.03   Develop media relations

30.05   Manage crises and controversies

31. Manage Sales Activities

31.02   Conduct sales activities

31.03   Determine sales platforms
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Figure B1 MBECS Curriculum Levels Chart (continued)

For Standards Ratings and Curriculum Levels Chart used 
to identify the curriculum levels, see Appendix 2.

Curriculum Levels

MBECS Categories, Skills and Subskills 1. Coordinate 2. Manage 3. Direct (post-grad)

K. PROFESSIONALISM

32. Exhibit Professional Behaviour

Interwoven throughout programs

32.02   Demonstrate leadership

32.04   Work with colleagues

32.05   Work in a diverse environment

32.06   Manage time

32.07   Manage stress

32.08   Make decisions

32.10   Keep up to date w/ changes in meetings/event  
            industry

32.11   Facilitate continuous improvement

32.12   Participate in professional development activities

L.  COMMUNICATION

33. Conduct Business Communications

Interwoven throughout programs

33.02   Communicate in writing

33.03   Use communication tools

33.05   Plan and conduct meetings
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1. Purpose

Program development related to meetings and business events 
may take a number of forms. This guide will be most useful for:

stream where none existed, and

an existing program, possibly from one or two introductory 
courses to a specialty stream or a total program emphasis. 

Academic programs have two key purposes: to prepare students 
for further learning and to prepare students for the workplace. 
The emphasis on these two purposes varies by program. 
Programs whose main purpose is preparation for employment 
want to ensure that students learn to apply knowledge and 
abilities to the greatest extent possible through appropriate 
learning strategies. As well, the learning outcomes for those 
programs specify the application of knowledge and skills to the 
appropriate level for the program (see Section D).

 Professionalism, communication and positive attitudes are key 
outcomes sought by employers. Although professionalism and 
communication are identified as separate components in the 
MBECS, they should be interwoven throughout a program. 

2. Program Developments and  
Learning Outcomes Approach

In today’s environment, programs are described in terms of 
what graduates should know and be able to do. This learner-
centered approach takes a different perspective from the earlier 
teacher-centered approach that defined a program in terms of 
what a teacher would deliver. 

 The learner-centered approach makes program descriptions 
more transparent for learners, faculty and employers. Learning 
outcomes are statements that describe the knowledge, skills and 
abilities that students should be able to demonstrate at the end 
of a learning experience. Learning outcomes make curriculum 
goals clear and transparent to all stakeholders. They also 
provide measurable statements for assessment, and they can be 
described at three levels: institutional, program and course. 

Institutional outcomes usually describe what all graduates of 
an institution should know and be able to do upon graduation. 
They describe the core skills and abilities graduates need to 
succeed in a world that demands continuous learning—skills 
like critical thinking, problem solving, writing, speaking, 
researching and using technology. Institutional outcomes are 
transferable to various industries and workplace settings. 

Program outcomes describe what graduates should know and 
be able to do as a result of learning experiences within a specific 
program. They incorporate institutional outcomes. Program 
outcomes typically require students to demonstrate higher levels 
of a particular institutional outcome, or performance of the 
outcome in a context unique to that discipline.

Program outcomes also include industry- or subject-specific 
outcomes. It’s essential that program outcomes refer to 
the outcomes of the entire program leading to relevant 
qualification.

When writing them, consider:

work)

qualification, subject or professional benchmarks

Program outcomes should include: 

difficulty of the qualification or complexity, breadth and 
depth) 

area (described at the expected level of performance or 
ability at completion of the program)

critical thinking and analysis gained in the program.

Course outcomes are more specific and detailed. They contain 
a subject and a behavior or action verb (list, explain, analyze, 
recommend or develop) that can be observed and measured and 
that describes the type and complexity of the action expected. 
They may also contain information such as conditions in which 
the behavior must be demonstrated and criteria of acceptable 
performance. Course outcomes connect to program outcomes 
and should cover all the knowledge, skills and abilities 
promised in the program outcomes.

Figure C1 demonstrates the flow of developing course outcomes 
from program outcomes. 
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1.1 
Knowledge (K) requirements in   

Identify entry 
requirements

Identify K/P  for program 
at Coord level of K

Develop courses & LO 
 K/P 

(knowledge or application)

Develop courses & LO 
 K/P 

(research, continued learning 
or application)

Develop courses & LO 
 K/P 

(knowledge or application)

Identify entry 
requirements

Identify entry 
requirements

1.2 
Knowledge (K) requirements in  
and a level of application/performance (P)

Minimum overall 

Identify weighting (& credits) for various components

Figure C1 - Program Development Flow Chart

MBECS:  Covers the competency standards for professionals in the field of practice of  meetings and business events.

Describes the overall knowledge and abilites  expected of experienced professionals across the field in a range of situations in a 
variety of organizations.

1. Formal program emphasizing or including Meetings/Business Events Program focus 

Goal/Purpose 

Objectives 

Process 

Coordinate

Coordinate

Direct

Direct

Manage

Manage

Identify K/P at Manage 
level of K

Identify K/P at Manage 
level of K

 MBECS  outcomes     Generic and additional content outcomes

Develop program outcomes   (K and P)
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2.1 Introduction to meetings and 

Minimum   K level for some  Include some performance skills  
of  at desired level,  

Identify entry 
requirements

Identify entry 
requirements

Identify entry 
requirements

2.2  Meet some of the underpinning K 
requirements in  and a level of 
application/performance 

 to include and weighting within program

Figure C1 - Program Development Flow Chart (continued)

2. Program including a few courses related to Meetings/Business EventsProgram focus 

Goal/Purpose 

Objectives 

Process 

Coordinate DirectManage

Once program outcomes are established, their attainment must 
be achieved through course outcomes. If the program covers 
more than one level (such as a bachelor’s degree that might 
encompass a certificate or diploma as an early exit point or 
entrance requirement), it’s useful to break down the aims of 
the program over the levels so that educators can verify that 
students are progressing toward program outcomes throughout 
the program.   

Institutions incorporate industry-recognized standards such 
as the MBECS into learning outcomes to help make their 
programs industry-responsive. This allows them to legitimately 
claim that they provide graduates with the competencies 
expected in the workplace. Appendix 4 provides examples 
of learning outcomes that incorporate the MBECS at the 
designated curriculum level (coordinate, manage or direct).

This curriculum guide illustrates how educators can include the 
competencies identified in the MBECS in a progressive fashion 
within their curriculums, illustrated in a flexible fashion to 
allow for individual programs to decide where the competencies 
will be taught (e.g., project management may be taught in a 

general business course or it may be taught in specific meetings-
related courses) and their order of delivery. Educators also need 
flexibility to allow for additional breadth or depth on topics 
that make up specialty areas of the program. Exit benchmarks 
are key to consistency and transferability within the industry 
and between institutions.

Curriculum will not be developed based strictly on the MBECS; 
the content of the standards will be integrated with other 
concepts and themes that form parts of programs. For example, 
risk management may be taught in a business course as a 
general concept; however, risk management related to meetings 
can provide a theme that links many skill areas in courses 
on meetings management. This guide provides development 
suggestions and resources specific to the MBECS categories  
and skills. 

However, it is expected that faculty will combine skills and 
develop integrated learning outcomes based on their own 
program focuses. Figure C2 illustrates how the MBECS can be 
helpful in the process of developing new or enhanced programs 
in meetings and business events.
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Program Purpose

Program Profile, level 
and description

Program learning 
outcomes at specified 
curriculum exit level 

Weightings for 
program emphasis 
and credits 

Courses & learning 
outcomes in 
progressive levels 

 MBECS standards: 
- Categories 
 - Skill and subskill     
   statements

Roles & Responsibilities 
for 3 levels (Coordinate, 
Manage, Direct)

 Curriculum Levels – 
Descriptors for  
Learning Outcomes

 MBECS Curriculum 
levels chart and ratings 
of Knowledge and 
Performance 

 Complexity of Meeting 
Variables

Figure C2 - Program Development Process

Identify, develop and validate Considering How MBECS may be helpful

Basis for continued learning or 
preparation for the workplace

focus and specialties

(eg Manage), program focus 
and specialties

industry professional 

Curriculum planning, how to 
integrate categories and skills, 

progression of courses.

3. Breadth, Depth and Complexity 
Curriculum planning considers the organization of subject 
matter, the educational purposes it serves, the learning results 
toward which it builds and the methods through which the 
results will be achieved and assessed. Curriculum planning, 
therefore, starts with the “big picture,” describing the breadth 
and depth of the program through program learning outcomes, 
which then lead to the development of measurable assessment 
and instructional strategies and activities. 

The MBECS define the knowledge, skills and abilities 
(competencies) required for successful professional practice in 
meeting and business event management. These competencies 
do not define the abilities required of a single occupation, but 
rather those required for the entire field of meeting and business 
event management. Educational institutions preparing students 
for the workplace need to cover the full range of major categories 
presented in MBECS so students are prepared for a range of  
job opportunities.

When considering the breadth, depth and complexity of the 
MBECS to include in curriculum, the following may be useful.

MBECS in your curriculum, answer the question, “Should 
our curriculum include the content on each category and 
skill?”

MBECS 
in your curriculum, answer the question, “Should our 
curriculum include content on each sub-skill to achieve our 
purpose and program outcomes?”

meet the MBECS, the curriculum exit (completion) level 
needs to be determined by answering the questions, “Is 
our program to be at the Coordinate or Manage level of 
industry requirements?” and “Can we meet the designated 
knowledge and/or performance ratings for each—or most—
sub-skills?”
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Figure C3 BREADTH, DEPTH AND COMPLEXITY CHECKLIST FOR PROGRAM DEVELOPMENT (SAMPLE)

A sample of the checklist to determine breadth, depth and curriculum exit level (complexity) from Appendix 2.

If you are unsure of what is intended in a standard statement, check the MBECS standards document for details.

Context Rating Blooms Taxonomy Academic Level

1 
Co

or
di

na
te

2 
M

an
ag

e

3 
Di

re
ct

   
(p

os
t-g

ra
d)

A.  STRATEGIC PLANNING

1.  Manage Strategic Plan for Meeting or Event 8 yrs 0 5

6 6

5 3

1.03   Determine requirements to carry out meeting/event 5 3

3 4

1.05   Monitor strategic plan 5 4

2.  Develop Sustainability Plan for Meeting or Event 5 yrs PP 4

6 6

6 4

Frequency Ratings: 
O = occasionally;  

 
RR = routinely/regularly

Importance Ratings:  

For ratings analysis see end of document
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Figure C3 BREADTH, DEPTH AND COMPLEXITY CHECKLIST FOR PROGRAM DEVELOPMENT (CONTINUED)

3.  Measure Value of Meetings and Business Events 8 yrs RR 5

3.01   Develop evaluation plan 6 6

3.02   Measure return on investment 4 5

5 4

5 4

B.  PROJECT MANAGEMENT

4.  Plan Meeting or Event 3 yrs Daily 5

6 4

4.02   Develop quality standards, policies, procedures 6 4

4.03   Develop theme for event 6 4

4.04   Develop procurement plan 6 3

6 4

4.06   Develop integrated communication plan 6 4

4.07   Develop evaluation/audit procedures 6 4

5.  Manage Meeting or Event Project 5 yrs Daily 5

5.01   Manage critical path 5 4

5.02   Manage contracts 5 4

5.03   Manage running of meeting or event 3 4

Context Rating Blooms Taxonomy Academic Level

1 
Co

or
di

na
te

2 
M

an
ag

e

3 
Di

re
ct

   
(p

os
t-g
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d)

Frequency Ratings: 
O = occasionally;  

 
RR = routinely/regularly

Importance Ratings:  
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4. Meeting Complexity Variables 

As noted, learning outcomes should be described in terms 
that reflect the level or complexity of learning required. When 
considering the learning strategies to include in curriculum and 
scenarios for classroom discussion, there are some components 
of meetings and business events that can be combined with 
one another along a range of complexity. These components 
include:

1. Type of host organization (corporate, association, 
nonprofit)

2. Culture of host organization

3. Meeting goals and objectives

4. Relationship to other strategic and business plans 
(corporate/association/professional)

5. Profile of meeting attendees (variation in age, income level, 
cultures and language)

6. Local, regional, national or international in scope

7. First time or repeat event

8. Size and location of event

9. Financial parameters (sponsorship and funding 
requirements)

The above listing offers considerations for ways in which to 
increase (or limit) the complexity of scenarios and examples 
used in the classroom. For example, take Skill 8: Manage 
Budget and sub-skill 8.01 Develop Budget. By referencing 
the MBECS Curriculum Levels Chart (see Section B), we see 
that 8.01 is listed as a manage completion level (the teaching 
related to the benchmark would be completed here), but it 
should be introduced at the coordinate level. Here, budgets are 
defined and components introduced, and students develop basic 
meeting budgets. However, the more complex components of 
budgeting such as international funds, taxes, local legislation 
and more detailed components such as pricing variables and 
financial controls and procedures for multi-venue, multi-day 
meetings are taught at the manage level. Appendix 10 includes 
the list of meeting complexity variables followed by sample 
scenarios that can be adapted to different levels of complexity 
for a single course or progressive courses.

5. Making a Program Unique: Specializations and 
Local Curriculum

In addition to incorporating common benchmarks, institutions 
want to be able to distinguish their programs from those 
of other institutions. This may involve going beyond the 
benchmarks with additional breadth and depth for a specialty 
area within the MBECS, or additional program content areas 
designed to meet particular regional needs. The benchmarks 
form the basis, and the additional learning provides the 
“signature” of the institution.

Post-secondary programs following secondary school are 
not likely to produce graduates who are able to perform 
at the proficiency level of the standards as indicated by the 
performance and time-to-master ratings (see Appendix 2). 
Experience in the industry is required to reach the required 
level of performance, as half the sub-skills require five or more 
years to master. Programs may or may not include internships 
or co-op programs for learners to practice and gain workplace 
skills. Therefore knowledge level ratings provide a consistent 
minimum curriculum benchmark among programs.

As well, the extent to which programs are competency-based 
and are able to incorporate the application of knowledge and 
skills (abilities used in a workplace setting) also differentiate 
programs, as noted throughout this guide. 

The outcomes incorporated into a program beyond or in 
addition to those that relate to the MBECS make a program 
unique. The specializations and “local curricula” along with 
the incorporation of industry benchmarks (the MBECS) can 
help institutions market their programs.  Figure C4 portrays the 
benchmark and unique elements of any program.
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Knowledge  
benchmark 

levels 

Knowledge  
benchmark 

levels 

Common Curriculum benchmarks  
based on Knowledge ratings levels 

Abilities/performance levels –  
leading towards MBECS benchmarks, connected to  
‘Years to Master’ ratings and Performance Ratings

Local Curriculum

Figure C4 - Local Curriculum

Coordinate DirectManage

MBECS Competency Statements 
(Knowledge and Abilities/Performance)

6. Marketing the MBECS and Uniqueness of a 
Program

Programs that incorporate the MBECS as well as a unique 
focus may want to include the following statements in 
program descriptions.

have endorsed the MBECS as the most comprehensive 
list of knowledge and skills required for meeting 
management. Our program provides students with the 
knowledge required to meet these industry standards and 
provides a level of skills that allows individuals to enter 
the industry with the necessary preparation.

key or specific) competencies outlined in the MBECS, 
an international industry-developed standard describing 
the knowledge and abilities required for competency at 
the (coordinate/manage/direct levels) within the realm of 
meeting planning and management.

knowledge (and practice) in the key areas of ___ within 
the meeting industry.

competencies required of a coordinator/manager in the 
meeting industry, our program provides specialized skills 
in ___.

meeting industry through classroom discussion, research, 
simulations, site visits, industry speakers and industry 
placement terms.

7. How Learning Outcomes and Teaching and 
Assessment Strategies are Connected to Program 
Development 
Section D (Learning Outcomes) describes how to use the 
MBECS standards to develop learning outcomes, first at the 
program level and then at the course level. The section that 
follows (Teaching and Assessment Strategies) describes how 
to use learning outcomes and the MBECS to develop teaching 
and assessment strategies. This process provides clarity 
and consistency in what is expected of learners and keeps 
instructors and learners focused on desired end results.

Once educators have defined what learners should know 
and be able to do at the end of a course, they need to 
determine what methods they will use to help learners 
achieve those outcomes and how they will assess learners in 
order to support and assess their progress—the teaching and 
assessment strategies that must match course outcomes in 
content and complexity.

Knowledge  
benchmark 

levels 

Additional 
content areas 

of program  
(general 

education & 
specialties)

Additional 
breadth & depth 
re MBECS skills

Local/regional/
international 

information and 
perspective
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1. Introduction

The previous section discussed how three levels of learning 
outcomes (institutional, program and course) are used to 
develop post-secondary programs. This section provides more 
information about how to develop learning outcomes for 
programs and courses and provides examples of outcomes 
that incorporate the MBECS. Sample outcomes are provided 
here at the program and course levels for two categories—B. 
Project Management and I. Site Management. Sample learning 
outcomes for all categories can be found in Appendix 4.

2. How the Sample Learning Outcomes Were 
Developed

Below is a list of resources that were used to develop the sample 
learning outcomes. The Standards Rating and Curriculum 
Levels Chart and the MBECS Curriculum Levels help clarify 
and identify the level of complexity at which the content 
should be taught. Curriculum Levels – Descriptors for Learning 
Outcomes and the MBECS provide guidance for the content 
and wording for the learning outcomes.

Standards Rating and Curriculum Levels Chart (Appendix 
2). This document allocates each sub-skill to one of three 
curriculum exit/completion levels based on the complexity 
of learning required and workplace responsibilities. The 
curriculum levels are coordinate, manage and direct. These 
levels were determined using a formula based primarily 
on knowledge taxonomy ratings and secondarily on 
performance taxonomy ratings and years to master ratings.

The MBECS Curriculum Levels Chart (Section B). This 
table provides a list of the MBECS sub-skills and their 
specified introduction and exit levels. All topics may be 
introduced (even if just in a what/why manner) at the 
Coordinate level. Sub-skills assigned to the manage or 
direct curriculum levels are introduced at a less complex 
manner at the coordinate level. It is a simplified version of 
Appendix 2.

Curriculum Levels - Descriptors for Learning Outcomes 
(Appendix 5). This resource includes two tables that 
provide descriptors of expectations at each of the three 
levels: coordinate, manage and direct. The first table 
focuses on knowledge expectations and the second on 
performance expectations. 

       The MBECS (download at www.mpiweb.org/MBECS).

The first step in developing learning outcomes is to identify 
the exit points for the skill statements in each category and 
based on that, determine what should be taught at each 
level.  All topics are introduced at the coordinate level, but 

the depth of the introduction depends on whether the exit 
point is at the coordinate, manage or direct level. From 
there, the above resources can be referred to repeatedly to 
identify and confirm the appropriate content and wording 
in the learning outcomes at each level. At times, it may be 
necessary to consult the details attached to each sub-skill to 
clarify the knowledge and abilities that can be expected of 
learners at the different levels.

context of the field of meetings and business events only. 
Post-secondary institutions may choose to cover some of the 
competencies in the context of other fields (and within other 
courses) such as finance or business management. In addition, 
the sample learning outcomes are based only on the MBECS. 
When developing learning outcomes, post-secondary educators 
will use additional resources such as institutional standards, 
program guidelines, textbooks and electronic media.

Check out the course syllabi in Appendix 6 to see how various 
courses describe the breadth, depth and complexity of what a 
student can expect to learn. 

3. Format of Course Outcomes

The format of the sample course outcomes consists of an 
action verb and a subject. For example, “follow project plans” 
(coordinate level) or “develop a plan” (manage level). The 
selection of an appropriate action verb is important to the 
development of learning outcomes at the course level. The 
action verb specifies what is expected of learners and, therefore, 
what strategies are appropriate for teaching and assessment. 
A number of resources have been included in the Appendices 
of this guide to help educators select the correct action verb, 
including Curriculum Levels - Descriptors for Learning 
Outcomes (Appendix 5) and the lists of verbs found in Section 
H.2 (Learning and Assessment Development Resources). 
Learning outcomes should reflect the complexity of knowledge 
and abilities required at the level of the program or course.

Criteria and conditions need to be added in order for the 
outcomes to be measurable. In some forms of learning 
outcomes, these are included within the outcome statement 
itself. For example, “Develop a procurement plan that provides 
guidelines for the event team to ensure that necessary products 
and services are obtained.”  In other forms, the criteria may 
be specified in sub-statements or in performance criteria. In 
other forms, the criteria for measuring achievement may be 
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associated with the assessment process and called “criteria for 
assessment.”

Educators may choose to use different formats for their learning 
outcomes based on institutional requirements and personal 
preference. Examples of other formats for learning outcomes 
include the following.

and conditions of performance

 
of behavior

Because the sample course outcomes are stated in the context 
of application in the workplace, educators may wish to develop 
more specific or enabling outcomes for each course outcome 
that clarify the specific knowledge and abilities needed in order 
to carry out those workplace responsibilities.

4. Sample Learning Outcomes that  
Incorporate the MBECS

Sample learning outcomes are organized according to the 
categories in the standards. 

There are sample program outcomes for each category and 
sample course outcomes for only two categories: B. Project 
Management and I. Site Management in Appendix 4. In Figure 
D2, find sample program and course outcomes for Category B. 
Project Management.
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MBECS Categories, Skills and Subskills 1. Coordinate 2. Manage 3. Direct (post-grad)

B. PROJECT MANAGEMENT

4. Plan Meeting or Event

4.02   Develop quality standards, policies, procedures

4.03   Develop theme for event

4.04   Develop procurement plan

4.06   Develop integrated communication plan

4.07   Develop evaluation/audit procedures

5. Manage Meeting or Event Project

5.01   Manage critical path

5.02   Manage contracts

5.03   Manage running of meeting or event

Curriculum Levels

Figure D1 - Sample Learning Outcome for Category B. Project Management 
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Programs that cover project management at the: Undergraduate courses that cover project management at the: 

Coordinate Level  
Will provide graduates with knowledge and abilities that 
prepare them to:   

and personnel are  
in place.

Manage Level  
Will provide graduates with knowledge and abilities that 
prepare them to:    
Manage meeting or event to achieve mission, goals, 

Direct Level  
Will provide graduates with knowledge and abilities that 
prepare them to:    
Develop creative and comprehensive meeting or event 

Coordinate Level  
Will provide graduates with knowledge and abilities that 
prepare them to:    

the event and creativity for the manager’s consideration.

achieving the event’s goals and quality standards.

following the agreed-upon plans.

Manage Level  
Will provide graduates with knowledge and abilities that 
prepare them to:    

2. Develop quality standards, policies and procedures to 
ensure the event meets legal, regulatory, ethical and social 
requirements.

4.  Develop a procurement plan that provides guidelines for 
event team to ensure necessary products and services are 

identifying links, timelines and critical dates.

document design, storage and security.

7. Develop evaluation/audit policies and procedures that 
incorporate critical success factors.

variances and implementing corrective action as needed.

evaluating proposals, negotiating contracts, and ensuring 
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1. Introduction

One of the objectives of this guide is to help educators develop 
teaching and assessment strategies that incorporate the 
MBECS and match learning outcomes. Matching teaching and 
assessment strategies to learning outcomes is easier when using 
competency standards. When programs are competency-based, 
learning outcomes and teaching and assessment strategies all 
relate back to those standards, creating consistency throughout 
the elements of the curriculum. 

In addition, teaching and assessment strategies that use the 
context of the workplace for knowledge application and 
skills practice increase the relevance for learners, maximize 
the transfer of learning and better prepare learners for entry 
into the workplace. A competency-based approach also helps 
learners determine if their strengths and interests match the field 
of practice they are studying.

As stated in previous sections, learning outcomes describe the 
knowledge, skills and abilities that students should be able to 
demonstrate at the end of a learning experience. They keep 
learning focused by serving as the reference point for teaching 
and assessment strategies.

2. Good Practices for Teaching and  
Assessment Strategies

Teaching strategies are methods that instructors use to help 
learners achieve outcomes for a specific course, module 
or lesson. The learning outcomes serve as goals to reach. 
Instructors use their knowledge of teaching and learning 
methods and strengths and preferences related to learning 
styles—plus creativity—to design activities that interest learners 
and provide them with the knowledge and abilities needed to 
achieve learning outcomes.

When developing teaching strategies, educators expose 
their learners to the workplace as much as possible. They 
do this by using authentic workplace documents in learning 
activities, hosting guest speakers, organizing field trips and 
providing opportunities for job shadowing, work-based 
projects, internships and other types of work experience. 
Work experience provides learners with first-hand, real-life 
information in the context of what they learn in the classroom. 
And there is no better way to build a network in the industry 
and gather information for career planning. 

Educators also make learning active. This includes increasing 
student participation and responsibility for their own learning. 
Having learners do self-assessments is one way to achieve 
this. Other ways include giving them opportunities to apply 
knowledge and practice skills. Educators ask learners to share 
opinions, summarize key points, create documents, analyze 

situations, solve problems, organize small meetings, evaluate 
business events, do the setup and takedown of a simulated 
business event and so forth.

Assessment strategies are methods that instructors use to 
determine the extent to which learners have progressed 
toward the learning outcomes. Formative assessments are used 
throughout a learning experience and are an important part 
of the learning process. They give educators an opportunity 
to monitor learner progress and provide feedback. While 
formative assessments are appraisals for learning, summative 
assessments are appraisals of learning. Summative assessments 
give educators an opportunity to determine the extent to which 
learners have achieved the learning outcomes at key stages, or 
at the end of a learning experience. 

When developing assessment strategies, instructors should focus 
on the expectations expressed in learning outcomes and ensure 
that the assessment activities will test learners’ progress towards 
those expectations. Fair assessments provide information 
to learners about what skills and abilities are being tested 
and what criteria will be used to judge success. The MBECS 
standards serve as a source of observable and objective criteria. 

Summative assessments provide a good opportunity for a 
holistic approach in which instructors integrate several or all 
of learning outcomes into the same assessment strategy. These 
strategies are most effective when they simulate real workplace 
tasks and projects. Examples of the holistic approach are 
provided in Appendix 7.

3. Developing Teaching and Assessment Strategies 
with the MBECS

Developing teaching and assessment strategies is not a linear 
process. As ideas are formulated for one learning outcome, they 
spark ideas related to another. It is a back-and-forth, creative 
process. Educators may wish to follow the steps as described or 
adapt them to better suit their situations. 

1. Refer to program and course learning outcomes and 
determine whether teaching and assessment strategies will be 
at the coordinate, manage and/or direct levels.

2. Review the sections of the MBECS that relate to program 
and course outcomes.

3. Start to design teaching and formative assessment strategies. 
Reference back to the learning outcomes, in particular 
those at the course level, and think of ways to help learners 
achieve those outcomes. 

or skills-based (develop, plan). This will help to identify the 
types of assessment and learning activities required. 
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5. Start sketching out ideas, describing what instructors will 
do to help learners acquire the required knowledge and 
abilities and, in turn, what learners will do to apply the 
knowledge and practice the abilities at the complexity level 
specified in the outcome. (Instructors may need to design 
more than one strategy per learning outcome to cover all 
the knowledge and abilities. Or they may be able to cover 
several learning outcomes with one strategy.)

6. Identify prior knowledge and abilities that learners will 
need to possess before starting to address these learning 
outcomes and note this under Foundation Knowledge. Add 
to the list during the development of strategies as other prior 
knowledge requirements become evident.

7. Identify criteria for successful completion of the teaching 
and formative assessment activities, i.e., what would serve 
as proof of learning? These criteria need to reflect the 
expectations of the learning outcomes and be observable 
and objective in nature. Criteria for successful performance 
of a task or sub-skill are specified under the relevant 
“common knowledge,” “knowledge of” and “ability to” 
sections of the MBECS. Include the assessment criteria in the 
instructions to learners to ensure a transparent assessment 
process.

8. Consider when and how feedback will be provided to 
learners about how they can better meet the criteria. If the 
learners’ results will be graded, their work should be scored 
using the same criteria provided in the activities instructions. 

9. When all the course outcomes have been covered, review 
the draft teaching strategies to ensure they require learners 
to be active participants and that they accommodate a 
variety of learning preferences. Identify resources needed 
by instructors to convey information about knowledge and 
abilities and the resources needed by learners to note that 
information and apply and practice it.

10. Design summative assessment strategies that will provide 
information about the extent to which learners have 
achieved the course outcomes at selected milestones (mid-
term, end-of-term). Refer back to all the course outcomes 
and the MBECS during the development of assessment 
tools to ensure they test knowledge and abilities at the same 
complexity level and in the same context as described in the 
learning outcomes. 

11. Review the summative assessment strategies to ensure 
they test all the learning outcomes specified for that specific 
module or course.

4. Sample Teaching and Assessment Strategies

Sample teaching and assessment strategies were developed 
for two categories—B. Project Management and I. Site 
Management—using a template with the following elements of 
curriculum.

 
and students)

The summative assessment strategies used for both categories 
are holistic in nature. The development of a project plan for 
Category B and a case study assignment for Category I are 
effective accumulative methods to assess course outcomes. 
In other situations, multiple summative assessments may be 
needed to cover all course outcomes.

Most of the resources suggested for the teaching and 
assessment strategies are not provided in this guide. When they 
are included, it is noted in the tables. Although the sample 
strategies relate to a specific category, it’s recommended that 
instructors look at where learning outcomes from various 
categories can be integrated or taught at the same time. For 
example, site management provides a good basis for learning 
aspects of project management.

An excerpt of the table for Category B follows below in Figure 
E1. See Appendix 7 for the complete samples of teaching and 
assessment strategies for both categories.
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Figure E1 – Sample Teaching and Assesment Strategies  for Category B: Project Management

The following provides excerpts. See full listing in Appendix 7.

Category B. Project Management 

Coordinate Level Manage Level

Program Outcomes
the Coordinate level will provide graduates with 

ensuring key resources and personnel are in 
place. 

the Manage level will provide graduates with 

Manage meeting or event to achieve mission, 

the constraints of the meeting’s scope, time and 

Course Outcomes

the standards to inform 
instruction or assessment

Coordinate level will provide graduates with 

knowledge of the meeting and creativity for 
the manager’s consideration.

and quality standards.

the Manage level will provide graduates with 

team to achieve the meeting’s mission, 

2. Develop quality standards, policies and 

meets legal, regulatory, ethical and social 
requirements.

3. Develop a theme for the meeting that 

Foundation Knowledge 
and Abilities Needed for 
this Topic
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Figure E1 – Sample Teaching and Assesment Strategies (continued) for Category B: Project Management

General Notes about Teaching and Assessment Strategies

Summative Assessment Strategies Resources

management team

summative assessment:

parameters along with criteria that 
 

.

Teaching and Formative Assessment Strategies
Resources  (# in parentheses 
indicates relevant strategy)

Developing a project management plan (Skill 4)

identify ways that the plan would help meeting professionals achieve the meeting’s 

Ask learners to identify the key areas where meeting professionals tasked with 

factors that were considered in its development, e.g., historical data, stakeholders, 

illustrate the multiple elements involved in meeting planning and their interrelatedness. 

Level)

from a variety of event types (2)
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Figure E1 – Sample Teaching and Assesment Strategies (continued) for Category B: Project Management

Teaching and Formative Assessment Strategies cont’d Resources

Executing the project management plan (Skill 5)

the process of evaluating proposals, reporting, and developing rationale summaries. 
Provide a sample RFP and corresponding proposal and using a rating sheet they’ve 
developed, have the learners evaluate the proposal. (Coordinate Level)

2) Display and review a list of types of contracts commonly required for meeting events, 

processes and techniques. Break learners into groups of two to play the role of event 
professional and supplier. Have the pairs present the results of their negotiation 

negotiating event contracts. (Manage Level)

Sample RFP and sample proposal (1) 

List of types of contracts (2)

5. Meeting Complexity Variables and Scenario 
Templates

A sample scenario that uses the variables of complexity (see 
section C4 or Appendix 10) to create a meeting and event 
scenario is provided below. Four complete scenarios using this 
format are provided in Appendix 10. Educators can adapt the 
scenarios to the learning outcomes of their programs to be used 
for teaching and assessment strategies. For example, the last 
and most complex scenario could be made more complex by 
changing its scope to international. One or two characteristics 
are offered for each variable in these scenarios, but these 
characteristics are not exhaustive and can be supplemented to 
develop more comprehensive and descriptive scenarios. 

Scenario 1

Profile. A small corporation or association holds an annual 
board meeting in its home-office region to review year-end 
statistics and gain consensus on the strategy for next year. Most 
attendees know one another. 

business.

strategy for next year 

may need to rationalize meeting costs within annual budget. 
Meeting results affect the association’s operating plan for 
next two years.

male and 25 percent female

traditional venue required

corporation, no funding or registration fees required

Planning Details.

corporation or association with 50 people

pre-determined), check-in only, no registration fees

lavaliere mics, front projection and tripod screen

association)

breakfast, one morning break (basic beverage service plus 
fruit and yogurt), one sit-down luncheon (basic plated meal 
selected from standard venue menu) and one afternoon 
break (basic beverage service plus cookies)

 
food & beverage 
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1. Program Review Levels

As part of the quality assurance cycle, educators review their 
programs on a regular cycle to ensure it is current and meets 
institutional, departmental and program standards. In order 
to be industry responsive and able to say to employers that 
a program meets industry needs, educators can reference 
programs in terms of industry professional standards, such as 
the MBECS.

There are three levels at which programs can be reviewed 
and compared to industry standards. These are similar to 
considerations in program development (see Section C), and 
include the following.

1. Benchmarking against the breadth of knowledge and skills 
identified in competency standards.  With the MBECS, 
this means checking to see if all the identified categories 
(strategic planning, project management) and skills are 
included. 

2. Benchmarking against the depth of knowledge within each 
skill area. For the MBECS, this means referencing against 
the sub-skills in each category of the standards. (See Figure 
F1 for a sample checklist for comparing current program 
content to the breadth and depth of the MBECS. The full 
checklist can be found in Appendix 8A.)

3. Benchmarking against the complexity level of learning 
required for each sub-skill as identified for each industry 
role/responsibility level. This translates into the curriculum 
requirements for Coordinate, Manage and Direct levels. 
This level provides the most accurate and detailed level of 
referencing against the professional competencies required in 
the field of meetings and business events. (See Appendix 8B 
for this checklist.)

2. Reviewing Depth and Breadth of the MBECS  
in a Program

The following checklist provides a detailed listing of topics to 
benchmark the breadth and depth of content areas. It is used 
in reference to topic areas only, not to the complexity level of 
learning required at each of the three curriculum exit levels. 
Coordinate-level programs will have learning outcomes at 
lower levels of complexity for most skills than what is listed 
here. See Appendix 2 to identify exit-level benchmarks and 
complexity of learning. Programs may not wish to incorporate 
all the skill areas or sub-skills of the MBECS, depending on 
their focus. 
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Figure F1  Sample Checklist for reviewing breadth and depth of MBECS in curriculum

If you are unsure of what is intended in a standard subskill statement, check the MBECS document for details

Category Skill (breadth) Sub-skills (depth) We include 
the topic

We don’t 
include the 

topic

Include 

revision

A.  STRATEGIC 
PLANNING

1.  Manage 
Strategic Plan 
for Meeting or 

1.03 Determine requirements to carry out meeting/
event

1.05 Monitor strategic plan

2.  Develop 

Plan for Meeting 

3.  Measure 

Meetings and 

3.01 Develop evaluation plan

3.02 Measure return on investment

B.  PROJECT 
MANAGEMENT

4.  Plan Meeting 

4.02   Develop quality standards, policies, 
procedures

4.03   Develop theme for event

4.04   Develop procurement plan

4.06   Develop integrated communication plan

4.07   Develop evaluation/audit procedures

5.  Manage 
Meeting or 

5.01   Manage critical path

5.02   Manage contracts

5.03   Manage running of meeting or event

Other categories 
would be added 
(see Appendix 8A)

SUMMARY

in our curriculum

Additional 

incorporate in 
program revision
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3. Reviewing the Complexity Level of Program Content. 

The Appendix 8B checklist can be used for comparing the 
breadth, depth and complexity of the skills and abilities 
students should be able to demonstrate on successful 
completion of a program, against the competency (complexity) 
level expected of an experienced meeting professional as 
described in the MBECS. It is not expected that program 
graduates in undergraduate programs will meet the 
performance level identified in the MBECS in most sub-skills, as 
they will need workplace experience to become a professional 
capable of making decisions and choices in complex, 
unpredictable situations. More than 50 percent of the sub-skills 
in the MBECS require 5 years or more of experience to master. 
Academic programs, however, can benchmark themselves 
against industry standards so that their students can enter the 
workplace with the required knowledge and some skill/ability 
levels.

In Section C, it was noted that a group of faculty subject 
matter experts has rated each of the sub-skills by identifying 
a level of difficulty of learning in the Knowledge (K) and 
Abilities (Performance) domains according to a revised Blooms’ 
taxonomy. These ratings were on a one-to-six scale, six being 
highest. To relate these to applicable curriculum completion 

levels, the group used the following formula of knowledge 
ratings as a general parameter.

and K2, consideration of K3

For sub-skills rated at a K5 or K6 and identified at a direct level 
of curriculum, educators need to include these in programs at 
the coordinate and manage level, but at lower levels of difficulty 
or complexity.

There are two parts needed to benchmark programs against the 
complexity level in the MBECS.

a. Compare curriculum level requirements at the exit level 
of your program with the MBECS curriculum levels 
(coordinate, manage, direct) to see if you have covered the 
skills and sub-skills at the identified knowledge level

b. Compare the ability/performance level of program/course 
outcomes against the identified performance ratings.   

A review against the MBECS provides the ratings for 
benchmarking against other academic programs and against 
industry professional certification requirements.  
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1. Introduction

In the meeting and business event profession, individuals can 
progress in role and responsibilities as they increase their 
knowledge and abilities. Broad roles and responsibilities are 
based on three progressive workplace roles: to coordinate, 
manage and eventually direct meetings and business events. 
Descriptors for these three progressive role categories are 
outlined below.

Coordinate. 
Individuals at this responsibility level assist a meeting manager 
and are responsible for coordinating and implementing detailed 
meeting plans including registration, recruitment, training and 
supervision of volunteers and support staff, plus assisting with 
reports and meeting evaluation. They must work independently 
in areas of their responsibility and under the direction of a 
manager for all other responsibilities. They often gain broad 
exposure to the meeting industry in this role.

Manage. 
Individuals at the manage level are responsible for planning 
and managing meetings to achieve the goals and objectives of 
a strategic plan through program design, event implementation 
and management. They monitor and evaluate meeting 
outcomes, and train and manage staff. They have considerable 
autonomy and responsibility for other staff. Where there is a 
position of director in the organization, they take high-level 
direction from that individual.

Direct. 
Individuals at the direct level may have roles and 
responsibilities as part of an executive team and be responsible 
for connecting meeting and business event strategies to overall 
organizational strategies and business plans. Their location 
in the organization depends on the size of the organization 
and the number and complexity of meetings held. They work 
with other departments when applicable, and plan meetings 
based on research about, knowledge of and involvement in 
the broader industry. At the direct level they develop, manage 
and evaluate strategic objectives and financial plans and results 
and have responsibility for stakeholder, sponsor and funder 
relationships. They oversee all related staff members on the 
meeting management team.

2. Titles and Variations in Workplace Roles and   
 Responsibilities

Meeting and business event professionals work for many 
different types of organizations, including associations, 
professional organizations and corporations. Their roles and 
positioning vary according to organizational structure. For 
example, a corporate planner may be positioned within a 
specific department and may work directly with individuals 
in other departments for specialized tasks such as creative 
development, logistics, marketing, budget and finance. An 
association planner may have a smaller or greater number 
of responsibilities for meetings depending on the size of 
the organization and number of meetings staff members. 
Independent planners may specialize in a particular type of 
clientele, or may serve a variety of corporations, associations, 
nonprofit organizations and governments. 

Job titles do not always reflect the level of responsibility 
expected. Similar titles may have job roles and responsibilities 
that vary widely depending on a number of factors. The 
following is a list of job titles that may be used at the various 
levels of responsibility. However, job titles do not necessarily 
reflect responsibilities in an accurate manner. Job descriptions 
provide more accurate information in this regard.

Coordinate
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Manage

Direct

—See Appendix 11 for sample job descriptions

3. Specialty Areas

As in other professions, there are specialty areas within the 
meeting and business event field. Meeting organizers may gain 
additional competencies and specialize in areas such as trade 
shows, exhibitions, fairs, incentive meetings, corporate meetings 
or sector-specific conferences or meetings. The foundation 
competencies for all these specializations, however, are found in 
the MBECS.

4. Industry Certification and Designations

There are a number of certifications available in the field, 
some for more specialized areas such as exhibitions. The 
most recognized meeting management certifications are the 
following.

by the Canadian Tourism Human Resource Council and 
based on the Events Management International Competency 
Standards from which the MBECS was developed. (http://
emerit.ca/en/emerit_certification)

Professionals International (http://www.mpiweb.org/
education/cmm)

Convention Industry Council (www.mpiweb.org/Education/
Certifications/CMP)

emerit certification awarded by the Canadian Tourism 
Human Resource Council (http://emerit.ca/en/emerit_
certification)

5. Related Career Options

Individuals with proven competency in meeting coordination 
and management are sought after in many related job fields 
in such as food and beverage or hotel sales departments, 
which require a solid foundation in meeting organization. See 
Appendix 12 for an example of how one educational institution 
(Indiana University) demonstrates the connectivity and career 
options among related fields through a career tree diagram. 



H.  Resources Page 36

Meeting and Business Event Competency Standards  Curriculum Guide, (MBECS), V1.0, September 26, 2012 available at mpiweb.org/MBECS.

There are many resources available to help educators with 
curriculum development. Here are some resources that provide 
additional background and teaching aids related to meetings, 
events and the broader tourism industry. 

1. Meeting and Event Resources

www.mpiweb.
org/portal/research (you may need to sign up and log in for 
some information). This site provides resources on research 
areas such as measuring the business value of meetings, 
corporate social responsibility, future of meetings, strategic 
meetings management and virtual and hybrid events.

at www.pcma.org/Resources. This site provides resources 
that can be used to inform curriculum and lesson plans, and 
for setting up scenarios and assignments in four sections—
industry and meeting management resources, planning tools 
and research. 

o Art of the Event: Complete Guide to Designing and 
Decorating Special Events. James C. Monroe and Robert 
A. Kates

o The Art of the Show. Sandra L. Morrow

o CIC Manual. Convention Industry Council

o The Complete Idiot’s Guide to Trade Shows. Linda 
Musgrove

o Event and Destination Management. Meeting Conference 
Association. Ratandeep Singh.

o Events Design and Experience. Graham Berridge.

o Event Entertainment and Production. Mark Sonder

o Event Marketing. Leonard H. Hoyle.

o Event Planning. Judy Allen.

o Fundamentals of Destination Management And 
Marketing. Rich Harrill.

o The Guide to Successful Destination Management. Pat 
Schaumann.

o Hospitality Financial Accounting. Jerry J. Weygandt, 
Donald E. Kieso, Paul D. Kimmel and Agnes L. DeFranco. 

o Hospitality Law: Managing Legal Issues in the Hospitality 
Industry.  Stephen C. Barth and David K. Hayes.

o Meetings, Expositions, Events and Conventions: An 
Introduction to the Industry. George G. Fenich.

o MPI’s Planning Guide: A Source for Meetings and 
Conventions. Meeting Professionals International. Don 
McLaurin, Ted Wykes and Sandy Biback.

o A Practical Guide to Destination Management. World 

o Professional Event Coordination. Julia Rutherford Silvers.

o Professional Meeting Management. Professional 
Convention Management Association. Glen Ramsborg, 
PhD (ed.).

o Special Event Production: The Process. Doug Matthews.

o Trade Show Management. Manfred Kirchgeorg, Werner 

range of formats).

org. The EMBOK is a three dimensional description of 
the knowledge and skills essential to create, develop and 
deliver an event. (Also, see Appendix 9 for an “Event Phase 
& Process Loop System” resource for progressive and 
connected phases of events). 

2. Learning and Assessment Development Resources

Many educational institutions have handbooks or other aids to 
assist their faculties in developing learning outcomes. As well, 
most private trainers use a form of Bloom’s Taxonomy for their 
curriculum development and assessment. Here are a few links 
you may wish to reference.

Edition at www.bridgew.edu/assessmentguidebook.

Outcomes at www.bcit.ca/ltc/curriculum/courses.

Web Site at https://me.rrc.mb.ca/LearningOutcomeSupport.

www.
ssdd.bcu.ac.uk/outcomes.

Domains. Retrieved Feb 10, 2012, at  
http://nwlink.com/~donclark/leader/leader.html 
http://www.nwlink.com/~donclark/hrd/bloom.html.
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3. Source Documents

The authors recognize the following source documents used in 
the development of this guide.

The Alliance of Sector Councils (TASC). Setting the Standard: 
Accepted Principles and Recommended Practices for National 
Occupational Standards, Certification Programs, and 
Accreditation Programs.

Anderson, Lorin W. and David R. Krathwohl. A Taxonomy 
for Learning, Teaching and Assessing: A Revision of Bloom’s 
Taxonomy of Educational Objectives. Addison, Wesley 
Longman, Inc., 2001.

Convention Industry Council. APEX Industry Glossary 
– 2011 Edition. http://www.conventionindustry.org/
StandardsPractices/APEX/glossary.aspx. Accessed January 
2012.

Cambridge Professional Development. Comparative Review 
of the Occupational Standards and Certification Programs 
Offered by the Canadian Tourism Human Resource Council 
and the Convention Industry Council: Annexes. 2010.

Dalton, Elizabeth. The “New Bloom’s Taxonomy,” Objectives 
and Assessments, December 3, 2003.

Davies, Ivor K. Objectives in Curriculum Design. McGraw-Hill 
Book Company (UK) Limited, 1976

Franklin, Maren. “A Guide to Job Analysis,” Info Line: 
Measurement and Evaluation, ASTD Press, June 2005.

Mager, Robert F. and Kenneth M. Breach, Jr. Developing 
Vocational Instruction. David S. Lake Publishers,1967.

Morrison, Gary R., Steven M. Ross, Jerrold E. Kemp, 
Designing Effective Instruction, John Wiley & Sons, Inc., 2004.

South African Qualifications Authority. Developing Learning 
Programmes: A Step-by-Step Guide. Part 2. 2005. 
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These terms are defined to suit the context and purpose of the Meeting and Business Events Competency Standards  
(MBECS) Curriculum Guide.

Abilities

Accreditation  
(of educational 
programs)

Active learning

Articulation

Assessment 
strategies 

Bloom’s 
taxonomy

Meeting 
Professional 
(CMP) Program

CIC

CMP
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Competence

Competencies

Competency 
standards

Convention 
Industry 
Council (CIC)

www.conventionindustry.org/CICMembers/OverviewMission.aspx

Curriculum

Research Paper No. 6, Learning Outcomes 
approaches in VET curricula: A Comparative Analysis of nine European countries by the 
European Centre for the Development of Vocational Training.  Publications Office of the 
European Union, 2010, Luxembourg

Curriculum 
levels or exit 
points 

Domain

Formative 
assessment
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Learning 
outcomes

Level 
descriptors

The MBECS Meeting and Business Event Competency Standards

Meeting and 
Business Event 
Competency 
Standards  
(The MBECS)

Meeting or 

Occupation

MBEC

Program 
outcomes
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academic

industry

Recognition of 
prior learning

Summative 
assessment

Teaching 
strategies
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Formulas

1. The benchmark for undergraduate programs 
(professionals with knowledge base, but who need 
additional industry experience to meet standards level in 
performance).

Performance (competency) level of outcomes will vary 
by program.

Performance (competency) level of outcomes will vary 
by program.

2. Professional development beyond undergraduate level 
(direct level).

would not be completed until this level.

Note: These skills may have foundational level learning 
in undergraduate programs, but graduates of undergrad 
programs would not be at the MBECS level of mastery in 
K or P.

Based on the above formulas, the benchmarks for curriculum exit levels are as follows.

Context Rating Blooms Taxonomy Academic Level

A.  STRATEGIC PLANNING

1.  Manage Strategic Plan for Meeting or Event 0 5

6 6

5 3

5 3

3

5

2.  Develop Sustainability Plan for Meeting or Event

6 6

6

Frequency Ratings: Importance Ratings:  

For ratings analysis see end of document

K1 = Remember  P3 = Basic proficiency

K2 = Understand  P4 = Expert proficiency
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3.  Measure Value of Meetings and Business Events 5

6 6

5

5

5

B.  PROJECT MANAGEMENT

4.  Plan Meeting or Event 5

6

6

6

6 3

6

6

6

5.  Manage Meeting or Event Project 5

5

5

3

Context Rating Blooms Taxonomy Academic LevelFrequency Ratings: Importance Ratings:  

For ratings analysis see end of document
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C.  RISK MANAGEMENT

6.  Manage Risk Management Plan 5

3

5

6 5

6 5

3 3

D.   FINANCIAL MANAGEMENT

7.  Develop Financial Resources 5

5

6

6

8.  Manage Budget 5

6

3

3

9.  Manage Monetary Transactions 3

3 3

3 3

Context Rating Blooms Taxonomy Academic LevelFrequency Ratings: Importance Ratings:  

For ratings analysis see end of document
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E   ADMINISTRATION

10.  Perform Administrative Tasks 3

5

5

F.  HUMAN RESOURCES

11.  Manage Human Resource Plan 5

5 5

6

6

5 3

12.  Acquire Staff and Volunteers

6

5

3

5

13.  Train Staff and Volunteers

3

5 3

Context Rating Blooms Taxonomy Academic LevelFrequency Ratings: Importance Ratings:  

For ratings analysis see end of document



Appendix 2 - Standards Ratings and Curriclum Levels Chart Page 2.5

Meeting and Business Event Competency Standards  Curriculum Guide, (MBECS), V1.0, September 26, 2012 available at mpiweb.org/MBECS.

14.  Manage Workforce Relations 5

5 5

5 5

6 5

5

3

G.  STAKEHOLDER MANAGEMENT

15.  Manage Stakeholder Relationships 5

2 3

3 5

5

H.  MEETING OR EVENT DESIGN 

16.  Design Program 5

6

6 6

5

Context Rating Blooms Taxonomy Academic LevelFrequency Ratings: Importance Ratings:  

For ratings analysis see end of document
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17.  Engage Speakers and Performers 3

5 3

5 3

3 3

5

18.  Coordinate Food and Beverage Services 5

5

3 3

2 3

3 3

3

19.  Design Environment

6 6

3

2 3

20.  Manage Technical Production

5

3 3

3 3

3 3

Context Rating Blooms Taxonomy Academic LevelFrequency Ratings: Importance Ratings:  

For ratings analysis see end of document
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21.  Develop Plan for Managing Movement of Attendees

5 3

5

3 3

2 3

I.  SITE MANAGEMENT

22.  Select Site 5

3 3

5 3

23.  Design Site Layout 5

3 5

24.  Manage Meeting or Event Site 5

5 3

3 3

3 3

3 3

25.  Manage On-site Communication 5

3

3 3

3 3

Context Rating Blooms Taxonomy Academic LevelFrequency Ratings: Importance Ratings:  

For ratings analysis see end of document
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J.  MARKETING

26.  Manage Marketing Plan 5

6 5

5

6

5 3

6 6

27.  Manage Marketing Material 3

3

6

3 3

2 3

28.  Manage Meeting or Event Merchandise 2

6

5

3 3

2 3

3 3

Context Rating Blooms Taxonomy Academic LevelFrequency Ratings: Importance Ratings:  

For ratings analysis see end of document
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29.  Promote Meeting or Event 5

6

6

3

30.  Contribute to Public Relations Activities

6

3

5 5

6 6

31.  Manage Sales Activities 5

5

3 5

3 5

Context Rating Blooms Taxonomy Academic LevelFrequency Ratings: Importance Ratings:  

For ratings analysis see end of document
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K.  PROFESSIONALISM

32.  Exhibit Professional Behavior

L.   COMMUNICATION

33.  Conduct Business Communications

Context Rating Blooms Taxonomy Academic LevelFrequency Ratings: Importance Ratings:  

For ratings analysis see end of document
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Category
No.  

Skills
No. 

Sub-skills
K=6 K=5 K=4 K=3 K=2

Exit at  
Coordinate

Exit 
at Manage

Exit  
at Direct

A. Strategic 
Planning

3 11 5 1 1 1 3

B. Project 
Management

2 10 2 1 3

C. Risk 
Management

1 5 2 1 2 1 1 3

D. Financial 
Management

3 12 6 2 2 6

E. Administration 1 3 2 1 3

F. Human 
Resources

15 8 1 2 1 10

G. Stakeholder 
Management

1 5 1 2 1 1 1 3 1

H. Meeting/Event 
Design

6 23 2 3 8 3 3 18 2

I. Site Mngmt. 10 2 8 6

J. Marketing 6 28 9 5 8 2 15 9

Totals 31 122 32 33 18 33 6 17 68 37

Professionalism & 
Communications 
not rated.

Time to Master No. Skills

1

2

10

3

Analysis:  (33 skills)

* Ratings at x.5 rounded up
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Category Skill (breadth) Sub-skills (depth)
√ Include 
the topic 

At what level? 

A.  STRATEGIC 
PLANNING

B.  PROJECT 
MANAGEMENT

MBECS document for details.
In order to fill out and save this document, you must have Adobe Reader 8 or higher. For a free download, please visit http://get.adobe.com/reader/otherversions/.

http://get.adobe.com/reader/otherversions/
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Category Skill (breadth) Sub-skills (depth)
√ Include 
the topic 

At what level? 

C. RISK 
MANAGEMENT

D.  FINANCIAL 
MANAGEMENT

E.  ADMINISTRATION
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Category Skill (breadth) Sub-skills (depth)
√ Include 
the topic 

At what level? 

F. HUMAN 
RESOURCES

G. STAKEHOLDER 
MANAGEMENT
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Category Skill (breadth) Sub-skills (depth)
√ Include 
the topic 

At what level? 

H. MEETING OR 
EVENT DESIGN
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Category Skill (breadth) Sub-skills (depth)
√ Include 
the topic 

At what level? 

I. SITE 
MANAGEMENT

J. MARKETING
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Category Skill (breadth) Sub-skills (depth)
√ Include 
the topic 

At what level? 

J. MARKETING 
(cont.)

K. PROFESSIONALISM
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SUMMARY

Category Skill (breadth) Sub-skills (depth)
√ Include 
the topic 

At what level? 

L.  COMMUNICATION
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MBECS Categories, Skills and Subskills 1. Coordinate 2. Manage 3. Direct (post-grad)

A. STRATEGIC PLANNING

1. Manage Strategic Plan for Meeting or Event

2. Develop Sustainability Plan for Meeting or Event

3. Measure Value of Meetings and Business Events

Curriculum Levels

Programs that cover strategic planning at the: 

Coordinate Level  

r.

Manage Level  

Direct Level  
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Curriculum Levels

MBECS Categories, Skills and Subskills 1. Coordinate 2. Manage 3. Direct (post-grad)

B. PROJECT MANAGEMENT

4. Plan Meeting or Event

5. Manage Meeting or Event Project

Programs that cover project management at the: 

Coordinate Level  

Manage Level  

Direct Level  
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Undergraduate courses  that cover project management at the: 

Coordinate Level  

Manage Level  
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Curriculum Levels

MBECS Categories, Skills and Subskills 1. Coordinate 2. Manage 3. Direct (post-grad)

C. RISK MANAGEMENT

6. Manage Risk Management Plan

 

Programs that cover risk  management at the: 

Coordinate Level  

Manage Level  

Direct Level  
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Curriculum Levels

MBECS Categories, Skills and Subskills 1. Coordinate 2. Manage 3. Direct (post-grad)

D.  FINANCIAL MANAGEMENT

7. Develop Financial Resources

8. Manage Budget

9. Manage Monetary Transactions

Programs that cover financial management at the: 

Coordinate Level  

Manage Level  

Direct Level  
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Curriculum Levels

MBECS Categories, Skills and Subskills 1. Coordinate 2. Manage 3. Direct (post-grad)

E   ADMINISTRATION

10. Perform Administrative Tasks

Programs that cover administration at the: 

Coordinate Level  

Manage Level  
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MBECS Categories, Skills and Subskills 1. Coordinate 2. Manage 3. Direct (post-grad)

F. HUMAN RESOURCES

11. Manage Human Resource Plan

12. Acquire Staff and Volunteers

13. Train Staff and Volunteers

14. Manage Workforce Relations

Curriculum Levels

Programs that cover human resources at the: 

Coordinate Level  

Manage Level  

Direct Level  
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Curriculum Levels

Programs that cover stakeholder management at the: 

Coordinate Level  

Manage Level  

Direct Level  

MBECS Categories, Skills and Subskills 1. Coordinate 2. Manage 3. Direct (post-grad)

G. STAKEHOLDER MANAGEMENT

15. Manage Stakeholder Relationships
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Curriculum Levels

MBECS Categories, Skills and Subskills 1. Coordinate 2. Manage 3. Direct (post-grad)

G. STAKEHOLDER MANAGEMENT

15. Manage Stakeholder Relationships

MBECS Categories, Skills and Subskills 1. Coordinate 2. Manage 3. Direct (post-grad)

H. MEETING OR EVENT DESIGN 

16. Design Program

17. Engage Speakers and Performers

18. Coordinate Food and Beverage Services

19. Design Environment

20. Manage Technical Production
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Programs that cover meeting or event design at the: 

Coordinate Level  

Manage Level  

Direct Level  

MBECS Categories, Skills and Subskills 1. Coordinate 2. Manage 3. Direct (post-grad)

H. MEETING OR EVENT DESIGN  (continued)

21. Develop Plan for Managing Movement of Attendees

Curriculum Levels
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Programs that cover site management at the: 

Coordinate Level  

Manage Level  

Curriculum Levels

MBECS Categories, Skills and Subskills 1. Coordinate 2. Manage 3. Direct (post-grad)

I. SITE MANAGEMENT

22. Select Site

23. Design Site Layout

24. Manage Meeting or Event Site

25. Manage On-site Communication
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Undergraduate courses that cover site management at the: 

Coordinate Level  

Manage Level  
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MBECS Categories, Skills and Subskills 1. Coordinate 2. Manage 3. Direct (post-grad)

J. MARKETING

26. Manage Marketing Plan

27. Manage Marketing Material

Curriculum Levels

28. Manage Meeting or Event Merchandise

29. Promote Meeting or Event
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MBECS Categories, Skills and Subskills 1. Coordinate 2. Manage 3. Direct (post-grad)

Curriculum Levels

30. Contribute to Public Relations Activities

31. Manage Sales Activities

Programs that cover marketing at the:

Coordinate Level  

Manage Level  

Direct Level  
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Curriculum Levels

Programs that cover professionalism at the:

Coordinate Level  

Manage Level  

Direct Level  

MBECS Categories, Skills and Subskills 1. Coordinate 2. Manage 3. Direct (post-grad)

K. PROFESSIONALISM

32. Exhibit Professional Behaviour
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Curriculum Levels

Programs that cover communication at the:

Coordinate Level  

Manage Level  

Direct Level  

MBECS Categories, Skills and Subskills 1. Coordinate 2. Manage 3. Direct (post-grad)

L.  COMMUNICATION

33. Conduct Business Communications
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Co
or

di
na

te

BASED ON ADAPTED BLOOM’S  
KNOWLEDGE TAXONOMY*

BASED ON NATIONAL  
QUALIFICATION FRAMEWORKS

K1

K2

K3

K3 will span Coordinate and Manage levels

M
an

ag
e

K5

K5 will span Manage and Direct levels

Di
re

ct

K6

1. Knowledge Domain – Level Descriptors
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Co
or

di
na

te

BASED ON ADAPTED BLOOM’S  
SKILL TAXONOMY*

BASED ON NATIONAL  
QUALIFICATION FRAMEWORKS

BASED ON WORKPLACE 
RESPONSIBILITIES 
 AND AUTONOMY

Guided Response:

2. Performance Domain – Level Descriptors

*Taken from the report to the Canadian Tourism Human Resource Council “Competency Standards and Qualifications 
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M
an

ag
e

BASED ON ADAPTED BLOOM’S  
SKILL TAXONOMY*

BASED ON NATIONAL  
QUALIFICATION FRAMEWORKS

BASED ON WORKPLACE 
RESPONSIBILITIES 
 AND AUTONOMY

2. Performance Domain – Level Descriptors

*Taken from the report to the Canadian Tourism Human Resource Council “Competency Standards and Qualifications 
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Di
re

ct

BASED ON ADAPTED BLOOM’S  
SKILL TAXONOMY*

BASED ON NATIONAL  
QUALIFICATION FRAMEWORKS

BASED ON WORKPLACE 
RESPONSIBILITIES 
 AND AUTONOMY

2. Performance Domain – Level Descriptors

*Taken from the report to the Canadian Tourism Human Resource Council “Competency Standards and Qualifications 
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SAMPLE  SYLLABUS No. 1

Department of Hospitality Management

East Carolina University

Bachelor’s Degree Program

Concentration in Meetings Conventions Events Overview:

Junior/senior year: Internship in Meetings, Conventions and Events

East Carolina University

Meeting and Event Planning HMGT3400

Fall 2011

Instructor: 

Dr. George Fenich

College of Human Ecology

Department of Hospitality Management

fenichg@ecu.edu

Graduate Assistant:  

Office Hours:

Scheduled Classes:

Semester Duration: 

Prerequisites:

Student Commitment in hours per week: 

Objectives of this Course: 

1. To assist the learner in developing an understanding of how to plan for meeting, exhibition, event and convention (MEEC) 
activities.

2. To develop an ability to evaluate MEEC activities.

3. To comprehend the financial issues of MEEC activities.

© Dr. George Fenich
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Methods:

Technology Requirements: You will need consistent, reliable access to the Internet in order to successfully complete this class. It 

this course. However, if you are using a word processing package other than Word for Windows, please save your documents as 
Rich Text before sending. 

Required Text: Professional Meeting Management (5th Edition)

Classroom Environment & Class Requirements:

talking. It is completing the readings and other assignments and being prepared to share and discuss the topic at hand in a 
meaningful way. Participation in this class includes the following:

time) discussion tool. You can post to the Discussion Board whenever you want.  Plan on posting and responding to at least 
two questions for each unit in this course. Do not wait until the last day of discussion to post your questions and comments. 

to the discussion thread or ask a question that forces the discussion to reconsider the topic being discussed or moves the 
analysis to a deeper level. It is perfectly acceptable and encouraged for you to disagree or challenge ideas and question 

that will give you the opportunity to discuss topics using your webcam, microphone and/or in text format. These chats are 

your fellow classmates. NOTE: Centra participation is required for case studies.

student’s responsibility to be punctual and prepared to learn in all learning environments. 

d) Minute Papers: Minute papers are assigned randomly through the semester. They are to be completed in class and will count 

and a disciplined reading schedule are vital ingredients to receiving these points. 

e) Journal Entries: Journal entries are designed to assist you as a study guide for each unit, for preparing for future assignments 
and for your examinations. There is a lot of flexibility when it comes to these entries as far as format and content.   

f) Notes: You are encouraged to take notes in this class on class lectures and on reading material.   

2)  Responsibility of the Instructor.

a) Be punctual and prepared to assist the learner in developing concept and theory of material.

© Dr. George Fenich
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b) Maintain scheduled office hours.

c) Promote a classroom environment conducive of learning.

academic_integrity.cfm.

requesting accommodations based on a disability must be registered with the Department for Disability Support Services located 

a) Course Units: This class has been divided into course units. Each unit is found under the Course Unit tab on Blackboard. 

breakdown of the assignments and point values are listed in the table below.

box, email or through an assignment link should be copied to yourself and retained for the duration of the semester as proof 
of submission. 

Assignment Occurence Point Value Total Points

Journal Entries 8 25 200

Discussion Board 9 100 900

Case Studies 2 50 100

Syllabus Quiz 1 100 100

Minute Papers 10 10 100

Introduction 1 100 100

Projects 2 100 200

RFP Assignment 1 100 100

Tests 10 100 1000

Exams 2 100 200

Total 3000

© Dr. George Fenich
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classmates will assess half of your grade and the instructor will assess the other half. Industry and academic experts will 

your classmates with any unit assigned. You may use your class lecture notes, notes you have taken from the reading material, 

7)  Grades. 

a) Due dates: Due Dates are established and are noted for each assignment. You may and are encouraged to turn in assignments 

where indicated unless otherwise noted. 

b) Cell phones: Cell phones are to be turned off prior to class. 

c) Grade Disputes: Please review the grade book frequently and address concerns immediately. No changes to grades will be 
made one week prior to the end of the semester. 

d) Conduct: ECU has implemented a disruptive behavior policy. Students are expected to follow these policies. Failure to 
comply may result in removal from this class.

a) Fulfills assignment

b) Is comprehensive

c) Is concise

d) Is appropriate

e) Is of high quality 

f) Examines concepts and assumptions

g) Can be supported with a reasonable argument or resource

h) Communicates ideas clearly

i) Has quality, therefore, is free of spelling/grammar/punctuation errors. “It’s not possible or appropriate for us to try to teach 
grammar and spelling in a college course. But that doesn’t mean we can’t demand it. …The main thing students need to 

unedited work in this class. 

Grade Percentage

© Dr. George Fenich
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Unit/Duration
Class 

Meeting

Reading

PMM
PPT Lesson/Task Unit Due

1

5

© Dr. George Fenich
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Unit/Duration
Class 

Meeting

Reading

PMM
PPT Lesson/Task Unit Due

8

© Dr. George Fenich
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APPENDIX  – SAMPLE SYLLABUS No. 2

Department of Tourism, Convention and Event Management

Indiana University, Indianapolis

Bachelor and Masters of Science Degree Program, Certificate in Event Management

Mechanics of Meeting Planning

TCEM- 271, Spring 2011

Required Text: Professional Meeting Management (5th Edition), Editor: Glen Ramsborg, PhD

Instructor:  

Email: akcecil@iupui.edu

Course Description

program development, marketing, and evaluation and wrap up.

Course Objectives

Step 1) Selection of the appropriate learning domain from a list of three that includes:

Step 2)  Selection of the appropriate principle(s) of undergraduate learning form a list adopted by the School  
of Physical Education and Tourism Management that includes:
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In this course, you will learn to

 
party vendors (F)

Evaluation 

Grading Scale 

Course Expectations

contact the instructor immediately with special circumstances that require a period of class time missed (serious illness, family 

to your grade based on your participation and attendance. I will only consider rounding up a grade at the end of the semester if 
you have attended and participated in class regularly and all assignments were submitted on time. 

in the classroom. The instructor may add, delete or expand on certain course topics.

is not acceptable. Please ensure your name is clearly typed at the top of the page. Spelling and grammar mistakes are not 
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acceptable. Five points per mistake will be deducted from typed assignments.

environment. 

beginning of the class session they are due. If noted, the assignment must be placed in the Oncourse drop box by the time listed 
on the syllabus. 

Academic Misconduct

IUPUI has established general guidelines concerning student academic conduct. These guidelines respect the right of every student 
to fully exercise their freedom to learn without interference. The university has established parameters of academic misconduct, 
which include, but are not limited to, cheating, fabrication, plagiarism, interference, violation of course rules and facilitating 
academic dishonesty. Failure to adhere to these policies may be grounds for receiving a failing grade for the ENTIRE course as well 

and Conduct for further clarification (http://dsa.indiana.edu/Code/index.html). The following list of forms of academic misconduct 
will not be tolerated in any way in this class.

computer technician.

information.

mutilating resources to deprive someone the use of resources.

credit to the works of others if the student uses another person’s words, ideas, opinions or theories or borrows facts, statistics or 
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other illustrative material unless the information is common knowledge.

content or to the enhancement of the learning process in the course.

Any student needing special assistance with course information should contact the TCEM department at 274-2599.

TCEM 271 - Course Agenda

Class Date Module Chapter(s) to Read Assignment

3

26

23

29
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APPENDIX  – SAMPLE SYLLABUS No. 3

Exposition Management

Fall 2011 Class Syllabus

Madison Area Technical College

Course Information

Credits: 2  

Course Format: Online

Instructor

Janet Sperstad, CMP

Office Hours: 

Required Textbook

The Art of the Show, Third Edition

Course Objectives/Description

This course provides the student with an understanding of exhibitions as a source of revenue for the sponsor, as well as an 

communicate with exhibitors throughout the process. 

Attendance/participation

©Janet Sperstad, CMP
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experiences and perspectives assist in learn from each other. Participation involves contributing and therefore it implies critical 
thinking and thoughtful comments and ideas. It is completing the readings and other assignments and being prepared to share and 
discuss the topic at hand in a meaningful way. Participation points are assigned randomly throughout the semester and will be 
conducted in the classroom.  

Assignments and quizzes 

Under no circumstance are late assignments accepted. Take note of the due dates for activities and assignments and make sure you 

Student conduct

Quizzes/tests/exams

Points/ Grading System

Grade Breakdown Total

©Janet Sperstad, CMP
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Course Overview by Week 

Date Weekly Content Weekly Assignments.  Assignments due by 5:00 p.m. 

©Janet Sperstad, CMP



Appendix 6 - Sample Syllabi Page 6.14

Meeting and Business Event Competency Standards  Curriculum Guide, (MBECS), V1.0, September 26, 2012 available at mpiweb.org/MBECS.

Syllabus Changes

issues and will inform you as soon as a change is made.

Blackboard

times a week for announcements, reminders and course information. You can access my PowerPoint slides or email me directly 
from this site.

Blackboard Support Information

may go down unexpectedly. If you cannot access Blackboard, phone the student help desk at the number listed above. They can 
often resolve your problem over the phone.

Core Abilities

Responsibilities and Policies

Student Responsibilities. Students are expected to be familiar with Madison College’s policies and procedures. Many of the 

responsibilities.

College. Plagiarism is defined as passing off another person’s work as your own. Students who fail to observe these standards are 

College website. Please refer to this page on the website to review all academic integrity and misconduct policies located at http://

Student Email. Madison College offers a student email account for all students. You are responsible for monitoring your student 
email account. This is the email account all course content will be used to communicate with you, so be sure and make sure you set 
it up and know now to log on. Student email can be accessed at http://stu.matcmadison.edu.

Academic Misconduct. The following list of forms of academic misconduct will not be tolerated in any way in this class:

computer technician.

2) Fabrication: Falsifying data in laboratory results, inventing information for a report or falsifying citations to sources of 
information.

©Janet Sperstad, CMP
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4) Interference: Stealing, changing, destroying or impeding another student’s work. Impeding includes stealing, defacing or 
mutilating resources to deprive someone the use of resources.

credit to the works of others if the student uses another person’s words, ideas, opinions or theories or borrows facts, statistics or 
other illustrative material unless the information is common knowledge.

content or to the enhancement of the learning process in the course.

Withdrawal Policy. If a situation arises that prevents the successful completion of this course, please note that it is each student’s 
responsibility to formally withdraw from this course.

Technical Assistance

Disability Act Statement

or by email at drs@matcmadison.edu. If you have an accommodation card from that office indicating you have a disability that 
requires academic accommodations, please present it to me so we can discuss the accommodations that you might need in this 
class. It is best to request these accommodations at the beginning of, if not before, the first class so there is ample time to make the 
accommodations.

Other Resources

©Janet Sperstad, CMP
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Category B. Project Management

Coordinate Level Manage Level

Program Outcomes

Course Outcomes

Foundation Knowledge and Abilities 
Needed for this Topic

General Notes about Teaching and Assessment Strategies



Appendix 7 – Sample Teaching and Assessment Strategies Page 7.2

Meeting and Business Event Competency Standards  Curriculum Guide, (MBECS), V1.0, September 26, 2012 available at mpiweb.org/MBECS.

Summative Assessment Strategies Resources
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Teaching and Formative Assessment Strategies Resources  

Developing a project management plan (Skill 4)
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Teaching and Formative Assessment Strategies Resources  
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Teaching and Formative Assessment Strategies Resources  

Executing the project management plan (Skill 5)
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I. Site Management

Coordinate Level Manage Level

Program Outcomes

Course Outcomes

Foundation Knowledge and Abilities 
Needed for this Topic

General Notes about Teaching and Assessment Strategies
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Summative Assessment Strategies Resources

Summative Assessment Strategies Resources  
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Summative Assessment Strategies Resources  
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Summative Assessment Strategies Resources  

Site layout (Skill 23) 
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Summative Assessment Strategies Resources  

Site management (Skill 24) 

Summative Assessment Strategies Resources  

Onsite communication (Skill 25) 
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Summative Assessment Strategies Resources  
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Category Skill (breadth) Sub-skills (depth)  Include Don’t Include
Include in  

next revision

A.  STRATEGIC 
PLANNING

B.  PROJECT 
MANAGEMENT

In order to fill out and save this document, you must have Adobe Reader 8 or higher. For a free download, please visit http://get.adobe.com/reader/otherversions/.

http://get.adobe.com/reader/otherversions/
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Category Skill (breadth) Sub-skills (depth)  Include Don’t Include
Include in  

next revision

C. RISK 
MANAGEMENT

D.  FINANCIAL 
MANAGEMENT

E.  ADMINISTRATION



Appendix 8A: Checklist for Breadth & Depth of MBECS in Curriculum Review Page 8A.3

Meeting and Business Event Competency Standards  Curriculum Guide, (MBECS), V1.0, September 26, 2012 available at mpiweb.org/MBECS.

Category Skill (breadth) Sub-skills (depth)  Include Don’t Include
Include in  

next revision

F. HUMAN 
RESOURCES

G. STAKEHOLDER 
MANAGEMENT
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Category Skill (breadth) Sub-skills (depth)  Include Don’t Include
Include in  

next revision

H. MEETING OR 
EVENT DESIGN
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Category Skill (breadth) Sub-skills (depth)  Include Don’t Include
Include in  

next revision

I. SITE 
MANAGEMENT

J. MARKETING
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Category Skill (breadth) Sub-skills (depth)  Include Don’t Include
Include in  

next revision

J. MARKETING 
(cont.)

K. PROFESSIONALISM
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SUMMARY

Category Skill (breadth) Sub-skills (depth)  Include Don’t Include
Include in  

next revision

L.  COMMUNICATION
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Using Template C for a Manage Level Program

Option 1: 

MBECS

your program.)

rated level, or note your program outcome level rating. 

Option 2: 

knowledge rating of the MBECS or at a lower level (note your level).  

MBECS
applicable for an undergraduate manage program.

MBECS, or at a lower level  
(note your level)

7.  Note if you feel your program is equivalent to the stated curriculum levels for this category.

NOTE: These details may provide important evidence of incorporation of industry competency standards for program articulation, 
credit transfer or accreditation processes. 

1
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Importance: Knowledge & Performance Levels:

Context  
Rating

Curriculum 
exit level

Blooms 
Taxonomy Our Program

A.  STRATEGIC PLANNING

Skill 1. Manage Strategic Plan 
for Meeting or Event

5

6 6

5 3

5 3

3

5

Skill 2.  Develop Sustainability 
Plan for Meeting or Event

6 6

6

Skill 3.  Measure Value of 
Meetings and Business Events

5

6 6

5

5

5

In order to fill out and save this document, you must have Adobe Reader 8 or higher. For a free download, please visit http://get.adobe.com/reader/otherversions/.

http://get.adobe.com/reader/otherversions/
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Context  
Rating

Curriculum 
exit level

Blooms 
Taxonomy Our Program

A.  STRATEGIC PLANNING : Our program summary
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Context  
Rating

Curriculum 
exit level

Blooms 
Taxonomy Our Program

B. PROJECT MANAGEMENT

Skill 4. Plan Meeting or Event

5

6

6

6

6 3

6

6

6

Skill 5. Manage Meeting or  
Event Project

5
5

5

3
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B. PROJECT MANAGEMENT: Our program summary
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C. RISK MANAGEMENT:  Our program summary

Context  
Rating

Curriculum 
exit level

Blooms 
Taxonomy Our Program

C. RISK MANAGEMENT

6. Manage Risk  
Management Plan

5

3

5

6 5

6 5

3 3
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Context  
Rating

Curriculum 
exit level

Blooms 
Taxonomy Our Program

D. FINANCIAL MANAGEMENT

7. Develop Financial Resources

5

5

6

6

8. Manage Budget

5

6

3

3

9. Manage Monetary 
Transactions

3 3 3

3 3
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D. FINANCIAL MANAGEMENT:  Our program summary
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Context  
Rating

Curriculum 
exit level

Blooms 
Taxonomy Our Program

 E. ADMINISTRATION

10. Perform  
Administrative Tasks

3

5

5

E. ADMINISTRATION:  Our program summary
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Context  
Rating

Curriculum 
exit level

Blooms 
Taxonomy Our Program

 F. HUMAN RESOURCES

11. Manage Human  
Resource Plan

5

5 5

6

6

5 3

Volunteers

6

5

3

5

14. Manage Workforce 
Relations

5

5 5

5 5

6 5

5

2 3
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F. HUMAN RESOURCES:  Our program summary
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Context  
Rating

Curriculum 
exit level

Blooms 
Taxonomy Our Program

 G. STAKEHOLDER MANAGEMENT

15. Manage Stakeholder 
Relationships

5

2 3

3 5

5

 G. STAKEHOLDER MANAGEMENT:  Our program summary
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Context  
Rating

Curriculum 
exit level

Blooms 
Taxonomy Our Program

H. MEETING OR EVENT DESIGN

16. Design Program

5

6

6 6

5

17. Engage Speakers and 
Performers

3

5 3

3 3

2 3

5

18. Coordinate Food and 
Beverage Services

5

5

3 3

2 3

3 3

3
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Context  
Rating

Curriculum 
exit level

Blooms 
Taxonomy Our Program

H. MEETING OR EVENT DESIGN 

19. Design Environment

6 6

3

2 3

20. Manage Technical 
Production

5

3 3

3 3

3 3

21. Develop Plan for Managing 
Movement of Attendees

5 3

5

3 3

2 3
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H. MEETING OR EVENT DESIGN:  Our program summary
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Context  
Rating

Curriculum 
exit level

Blooms 
Taxonomy Our Program

I. SITE MANAGEMENT

22. Select Site

5 3 3

5 3

23. Design Site Layout
5

3 5

24. Manage Meeting or Event 
Site

5

5 3

3 3

3 3

3 3

25. Manage On-site 
Communication

5

3

3 3

3 3
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 I. SITE MANAGEMENT:  Our program summary



Appendix 8B – Checklist for Complexity Level of MBECS in Curriculum Review Page 8B.18

Meeting and Business Event Competency Standards  Curriculum Guide, (MBECS), V1.0, September 26, 2012 available at mpiweb.org/MBECS.

Context  
Rating

Curriculum 
exit level

Blooms 
Taxonomy Our Program

 J. MARKETING

26. Manage Marketing Plan

5

6 5

5

6

5 3

6 6

27. Manage Marketing Material

3

3

6

3 3

2 3

28. Manage Meeting or Event 
Merchandise

2

6

5

5

3 3

2 3

3 3
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Context  
Rating

Curriculum 
exit level

Blooms 
Taxonomy Our Program

J. MARKETING 

29. Promote Meeting or Event

5

6

6

3

30. Contribute to Public 
Relations Activities

6

3

5 5

6 6

31. Manage Sales Activities

5
5

3 5

3 5
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J. MARKETING:  Our program summary 6
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Context  
Rating

Curriculum 
exit level

Blooms 
Taxonomy Our Program

K. PROFESSIONALISM

32. Exhibit Professional 
Behaviour
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K. PROFESSIONALISM:  Our program summary
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Context  
Rating

Curriculum 
exit level

Blooms 
Taxonomy Our Program

L. COMMUNICATION

L. COMMUNICATION: :  Our program summary
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Summary Results

MBECS that are not incorporated into our curriculum

Identify which of the above might be included in a curriculum revision, based on analysis of each category.
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Meeting Complexity Variables 

4. Relationship to other strategic and business plans (corporate/association/professional)

7. First time or repeat event

Scenario 1

Profile:

Type of Host Organization: Corporate or association 

Culture: Meetings are casual, but members are there to do business

Goals:

results affect operating plan for two years

Scope

First Time or Repeat: Repeat

Size and Location: 

Planning Details: 
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Scenario 2

Type of Host Organization: Corporate 

Culture:

Goals: Sales training and team building

Relationship to Other Business Plans:

Attendee Profile:

Scope: Regional

First Time or Repeat: Random schedule 

Size and Location: 

Financial Parameters:

Planning Details: 

entertainment

speaker presentations, which include slideshow and audio components

speakers bureaus

transfers and accommodation

deluxe breaks (unique menu that varies from standard venue menus) in common foyer

catering manager, with confirmation of how wait staff will handle food service for attendees with special food needs
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Scenario 3

Profile: 

recommendations.  

Type of Host

Culture: Diverse population, most people have never met

Goals: Professional development for members, plus special interest groups to develop recommendations to take forward to 
association board

Relationship to Other Business Plans:

Attendee Profile: 

Scope: National 

First Time or Repeat:

Size and Location: 

Financial Parameters:

no expenses reimbursed by association

Planning Details: 

people for breaks

require arrangements for travel, accommodation, transfers, VIP handling (according to protocol) and food and beverage

team members and venue departments

featuring local cuisine of hosting region, 2) luncheon hosted by next year’s destination featuring that destination’s food and 

all team members and venue departments
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Scenario 4

Profile:

Type of Host Organization: Government

Culture: Formal, political

Goals:

Relationship to Other Business Plans: Cost must hold up to party operational plans and public scrutiny 

Attendee Profile: 
and staff 

Scope: National

First Time or Repeat: No particular time pattern or host city history 

Size and Location: 

Financial Parameters: 

Planning Details: 

and must be wearing access passes

city business family, outdoor tented barbecue, offsite catering and performance by celebrity entertainer

evening

venues
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Director of Meetings

Job Description

Alternate Titles

Summary

Working within the scope of a corporate setting, a director of meetings oversees the entire meeting planning function for 

introductions and promotions, stockholder meetings, executive retreats, annual meetings, incentive trips and participation in 

Major Tasks, Responsibilities and Key Accountabilities

Qualifications
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Knowledge, Skills, Abilities and Competencies
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Association Meeting Planner

Job Description

Alternate Titles

Summary

regional, national or international attendees, which may include educational tracks, multiple speakers, exhibits and offsite 
programs. Typically includes the development of program content to encourage membership retention and growth. Works under 

Major Tasks, Responsibilities, and Key Accountabilities

disseminate appropriately. 

air and ground transportation arrangements, registration and housing processes and audiovisual/technical needs. 

Qualifications
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Knowledge, Skills, Abilities and Competencies
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Corporate Meeting Planner

Job Description

Alternate Titles

Summary

Working within the scope of a corporate setting, a meeting planner plans and executes activities such as sales meetings, product 
introductions and promotions, stockholder meetings, executive retreats, annual meetings, incentive trips and participation in 

Travel is also required.  

Major Tasks, Responsibilities and Key Accountabilities

vendors and contracts. 

disseminate appropriately. 

transportation arrangements, registration and housing processes and audiovisual/technical needs. 
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Qualifications

Knowledge, Skills, Abilities, and Competencies
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Meeting Coordinator

Job Description

Alternate Titles

Summary

support to a meeting planner or team of meeting professionals in planning conferences for local, regional, national or international 
attendees that may include educational tracks, multiple speakers, exhibits and offsite programs. Works under the direct supervision 
and direction of meeting and event staff.

 

Major Tasks, Responsibilities and Key Accountabilities

and responding to requests for assistance. 

registration and signage.

Qualifications
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Knowledge, Skills, Abilities and Competencies
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Tourism Management:

Permanent Attractions  
Management

Destination Management 
and Planning

Event Management:

Cultural Events 

Business Events 

Sport Events 

Hospitality Management:

Lodging 

Food Service 

Travel 

Facilities 

What Can I Do With A Degree in Tourism, Conventions and Event Management?
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