PROFESSIONAL PRACTICE / INTERNSHIP
Professional practice/internship provider: Department of English and German Studies, Faculty of Education, Trnava University
Field of professional practice/internship: Event Management
Outline of student responsibilities during professional practice/internship in event management
Students may participate in the planning, organisation, delivery and evaluation of academic, cultural and international events organised or co-organised by the University. Their responsibilities may include the following activities, depending on the nature and requirements of each event.
1. Pre-event tasks
Planning and coordination
· Event planning meetings: Participate in organisational meetings to discuss event objectives, schedules, responsibilities and logistical arrangements.
· Task coordination: Assist in distributing tasks and coordinating responsibilities among student volunteers and members of the organising team.
Promotion and publicity
· Promotional materials: Design posters, banners, flyers and other promotional materials.
· Campus outreach: Assist in distributing promotional materials and communicating event information to students and staff.
· Social media management: Prepare, publish and update event-related content on Instagram, Facebook, LinkedIn or other relevant platforms.
· Website content updates: Assist in preparing and updating event information on departmental or university websites.
Logistics
· Venue preparation: Assist with room arrangements, seating, signage, decorations and audiovisual equipment.
· Transportation coordination: Support arrangements for the transportation of invited guests, speakers or event materials.
2. During the event
Event operations
· Registration and check-in: Assist with participant registration, attendance records and welcoming procedures.
· Technical support: Help operate presentation equipment, sound systems and other audiovisual technology.
· Feedback collection: Distribute questionnaires or conduct brief interviews to gather participant feedback.
Hospitality and guest relations
· Reception and visitor assistance: Welcome participants, provide information and assist with orientation.
· Speaker and guest liaison: Communicate with invited speakers, international guests and other participants to support their involvement in the event.
· Catering coordination: Assist with the organisation and distribution of refreshments for participants and guests.
· Intercultural communication: Facilitate communication between participants from different linguistic and cultural backgrounds, including translation or interpreting assistance where appropriate.
3. Post-event tasks
Evaluation and follow-up
· Post-event reporting: Contribute to an evaluation report identifying the event's achievements, challenges and opportunities for improvement.
· Publicity and communication: Prepare articles, news reports or announcements for departmental publications, the university website, newsletters or social media.
· Event documentation: Assist in organising photographs, attendance records, feedback and other relevant documentation.
· Venue restoration and equipment return: Assist with dismantling event arrangements, restoring the venue and returning equipment.
4. Professional practice/internship hours
The allocation of recognised hours is determined individually for each event, taking into account the nature, scope and duration of the student's actual involvement in its preparation, implementation and evaluation.
Only hours spent on documented, relevant activities may be recognised towards the required practical component of the respective subject:
· Professional Practice: 30 hours of practical work, within a total course workload of 75 hours.
· Professional Internship: 80 hours of practical work, within a total course workload of 125 hours.
Students may accumulate recognised hours through participation in several events. The recognition of individual activities and hours is subject to approval by the practice/internship Lecturer.
5. Student evaluation
Student performance is evaluated on the basis of participation, the nature and scope of assigned responsibilities, the quality of completed tasks, reliability, initiative, teamwork and professional communication.
The event coordinator or designated supervisor confirms the student's involvement and provides feedback on their performance. The final assessment and recognition of hours are carried out in accordance with the requirements of the respective professional practice/internship subject.
6. Student portfolio
Participation in event management contributes to the development of the student's professional portfolio (part A) and provides evidence of practical experience, transferable skills and professional development.
Students are expected to document their responsibilities, completed activities and hours worked, and to reflect on the knowledge, skills and competences acquired through their involvement.
Relevant documentation may include confirmation of participation, a record of completed tasks and hours, examples of promotional materials, photographs, event reports and reflective commentary, as appropriate.

