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Sporting events provide a way for people to come together and grow. However, organizing
an event can be very challenging, therefore the goal of this project is to learn about running
events and to create a resource for others to use to help them run an event. To do so, |
volunteered at three different events and experienced first-hand the challenges involved.

These events included the Nordic Business Forum, Kalevan Kisat and Finlandia Marathon.
Based on my own experiences and from surveying other volunteers | found that most of
volunteers are happy with the training sessions and their roles at the events, but there are
some who are not that satisfied with their experience. Volunteers are one of the key re-
sources in an event so to successfully prepare volunteers to be the best at their job, the
event manager needs to be able to create a good experience for all the participants.

From these findings, | create a recipe for success in running an event by comparing the
process to baking a cake. As you bake the cake your four ingredients for success are flour,
egg, sugar and baking powder. With these four ingredients you can bake a good simple
cake. When it comes to event management there are also four ingredients needed. First, in
the beginning you need a plan which includes a vision and a timetable. Second, you need
to delegate work load. Third, you need to find a way to communicate with the teams in or-
der to keep up with the team and to find out how you are progressing along the way. The
last cake ingredient is the baking powder which makes the cake rise. This is the event-spe-
cific ingredient which will make your event a marathon, track and field competition, or a
conference type of training. As you implement your plan and mix ingredients together,
you’ll be able to adjust the plan along the way which will lead your team to the desired des-
tination. After the cake is baked you have the basics done and you can cut it in pieces and
start filling the layers. This part will help your team to do everything they can to prepare the
event for the participants. Usually the last day is the event day. This is the day when you'll
be busy since just like the cake needs to be decorated to look desirable, the event needs
to look good to. The best part though is to surprise the participants, meaning that as an
event manager you have exceeded their expectations. When the event has come to its
end, there is time for the evaluation. Just like after a birthday party you may have some left
overs, this is the time to check what went well and what are the areas needed improving.
Then, as you become a good “baker” of a basic cake, you can start to mix things up and try
some new variations of the cake.

The manual of creating an event goes through the very basics of event management. The
weakness of the manual is that it has not been tested so there is no proof that it will save
your event. However, it will give simple ideas about what kind of things to take into consid-
eration when planning, implementing and executing an event.
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1 Introduction

The focus of the thesis is on events, especially on the volunteering side, as well as what |
have learnt through volunteering in different kinds of and different sizes of events. |
wanted to figure out the basic patterns that events have in common and what kind of

things you need to take into consideration when planning an event.

In the sports world you will most likely face situations where you either have to organize
an event or you are part of it. Having a basic understanding of what it takes to put an
event together will also help you to view the events through new perspectives. Therefore, |

wanted to create a simple walk through manual of how to organize an event.

The first part of the thesis focuses on the experiences at the events as a volunteer. It co-
vers three events in which | have volunteered: Nordic Business Forum 2017, Kalevan
Kisat 2018 and Finlandia Marathon 2018. It's a walk-through of the basic information of
the events and the participants as well as the volunteers of the event. There was a survey
given to the volunteers in which they were able to provide a little bit of feedback of how
they experienced the event such as if they received enough education for their duties and

if they felt their role at the event was valuable.

The second part of the thesis focuses on the process of creating a manual and what |
learnt through the process. | should have taken more time for this part, to be able to actu-
ally create a website of the manual, but | was able to create a foundation upon which it is
possible to start building it up. Unfortunately, the manual is the only thing | was able to
create based on what | learnt, but it still outlines the things | have found out which are cru-

cial in managing an event.

The objective of thesis was to get into the basics steps of creating an event. These steps
are compared to baking a cake. At first you need to decide the recipe and get the ingredi-
ents. In an event this means planning and getting the needed resources for it. The next
step is to mix and bake the dough, which for an event means the implementation and exe-
cution of the plan. Decorating the cake is the final touch, which for an event, usually hap-
pens at the event day. Hopefully there are some leftovers of the cake. In an event, the left-
overs allow you to get the feedback about the event in order to evaluate the outcome and
make conclusions about what went well and what can be improved for the next event.
During the conclusion, it is also easier to improve on the event side when you have a con-

tinuing event.



The biggest challenge within the thesis was to decide on what to do and go for it. The sec-
ond challenge was to take the time | needed to make it. As | was covering the first part of
the thesis, | got the pieces for the second part in which | was able to find the main idea to
focus on. Even though at first there were a lot of things | wanted to cover, | decided to
simplify the manual as much as possible, because the more into event management | got,
the more | found things that | felt were important to cover. So really focusing, planning, im-
plementing, the event day and the evaluation parts are the very basics. When you know
the basics, you are able to survive in event management and if you really get into it, then
you can start to play with it more and get more in depth in an event. There are thousands
of cake recipes. As you get the basic one down, it is easier to adapt to new mixtures of it.
In the event world, that means that there are always new ways to try and get everything to
go even smoother than it was the first time.



2 Behind the three events

| volunteered at each event once: Nordic Business Forum 2017, Kalevan Kisat 2018 and
Finlandia Marathon 2018. These experiences have given me a bigger view about what
happens when you are organizing a big event and a better understanding of the workload

behind the events.

The Nordic Business forum was an eye opener for me in the importance of customer ser-
vice. The creation of a culture in the event sets the quality on certain level. This is one
reason why | feel like the culture of the event needs to be considered as part of event
planning. The culture of the event is something that the workers bring into it and the cus-

tomers will sense it in the atmosphere. (Kerr J. 2013, 3 -18).

“Leaders design and create an environment, which drives the high-performance behaviours
needed for success. The really clever teams build a culture that drives the behaviours they need.”
Eastwood (Kerr J. 2013, 11.)

In the Nordic Business Forum, | was in a seminar hall services group. My tasks were to
guide people to find seats, welcome them at the seminar hall, be ready to answer any
guestions they may ask, keep my eyes open to see if someone was feeling cold or thirsty,
and so on. In the cloak services volunteers would sew & fix broken jackets etc. NBF has a
special culture they create in the meeting before the event where they educate and help
us to understand our purpose and their expectations towards us. They raise us to the level
they need us to be at the event. Everyone needs to have the overall view of the event. If
anyone asks you anything, you would be able to at least guide them to the person who
can help them from there if that's not your specific area to cover. The culture of NBF is to
give the best customer service to the participants. As | was at the seminar hall, | gave out
some note books and pencils as well as helping people to find best seats available. The
supplies were close to run out, when man came ask if | had any note books, he was a VIP
guest and they had a special kind of books, | gave him one regular note book, but
checked if there would be the other ones left. | found one and | made the effort to find the
man, he was very pleased and surprised that someone cared of what kind of book he got.
As a volunteer | also received help. My purse broke and | went to ask help from the cloak
room, they were able to fix the bag and | got a little note to wish me a good day along with
it. To make someone feel special doesn’t take necessarily lots of effort but will be a high
light of someone’s day. For some that is why they keep coming again and again to the
event. (Leino S. 2018; Nightingale E. 2016,11).



As a volunteer of Kalevan Kisat | paid attention to the volunteers’ side at the event, espe-
cially to the education part. | felt like | got a good idea what training volunteers could look
like through my experience at NBF. But at the KK the idea of training volunteers was dif-
ferent. At the KK, | was part of the building team before the event and at the event | was
on the ticketing group. KK had one training session for all in which we first got the over-
view of the event and then had a specific training of duties. There were some groups that
had been put together, but they really didn’t have that much common, e.g. the ticketing
and security guards had training together. The training was given by security guards team
leaders, who did not have any information of our team nor duties. Overall KK had good

training for most of the volunteers, as you can see later.

Therefore, planning before the event is crucial because then you know who does what
and you know who is responsible for something. You need to have all those responsibili-
ties covered before the event. Organizers need to be careful and smart with volunteers

because volunteers are willingly giving their time and their skills to help with the events.

As my role in the ticketing group, things did not go as planned. The following is based on
my experiences. Our team leader did not have needed information, so it took a while that
she was able to inform us nor did the organizer plan a place where we could have been
trained as a group for our duties at the training day. We did get some overview of the
event by the secretary-general and additional training later e.g. how to use the equipment
and work with the selling team. Through the eyes of educating part this event was an eye
opener to me of what happens if the information does not go through and the communica-
tion lacks. In this case, we did not have a clear schedule when we had to be at work or
how many were needed there at the same time, there were moments when there was too
many of us and moments when we needed extra hands as soon as possible. The first day
of the event was chaotic, first we had to get the location of tickets. Then we were figuring
out what different colours for specific days, since there were eight different kind of tickets
plus a stamp for a day. To add up the madness at the ticketing was the fact that on the
first day anyone who had a ticket was able to get in, that meant we had to get new guide-
lines how to deal at ticketing on a spot. To have most of us having our “first day” at work it
was filled with somewhat frustration and chaos. The following days of the event went bet-
ter, but with a better training we would have been able to give a lot better customer ser-
vice from the beginning and got better experience as volunteers — it wouldn’t have been
as stressful job as it was. (Trenberth & Hassan 2012, 257 — 258).



To have this kind of experience helped me to see the importance of training volunteers in
a whole different level. For me as a learning experience this was good, because otherwise
| wouldn’t have had any experience of what happens in a case like that. The organizers
should be careful not to overlook the importance of training volunteers. (Trenberth & Has-
san 2012, 252; 254 - 258).

As | started as a volunteer at Finlandia Marathon, | worked on interviews for the maga-
zine, making the envelopes, organizing prices, and building the venue. At the event, | was
assigned to work at the info desk where | was helping with solving problems and answer-
ing questions. | also helped with the award ceremonies and interviewed people during the
event. This gave me a challenge to do things | had not done and responsibility that | was
entrusted to do. (Jones 2007, 35).

The focus of this event was on how to deal with your partnerships & sponsorships. Since
the main organizers of the event are two secretary-generals from two different places
there is already a connection between the two organizations. These two are responsible
for the marketing, make the deals with cooperation contracts, reporting of the budget, con-
necting people in the building of the venue and getting everything, which is needed to the
venue. They are the ones who follow up that everything is going forward as planned.
(Vatanen J. 2010, 24; 31). | was able to see more closely what happens in renting a
venue and how to cooperate with partners. A couple of the FM’s cooperation partners
were Paviljonki (expo hall) and Intersport Jyvéaskyla. This sets some important rules for
how to mention these companies and what it means to cooperate with them. In general
FM needs service providers for the venue, locker rooms, cars for transportation, FM offi-
cial’s outfit, event host (hotel for participants coming far and close), medical services &
first aid etc. (Vatanen J. 2010, 34). All of these and other service providers are needed to
build up this event. This means making contracts and following the budget & time sched-
ule to have everything ready on time. The experience taught me that having good partners
in the event will make it go easier, and having a long relationship with your cooperating
companies makes it easier to follow up what are the main things of the contracts, what
kind of services they can provide and what kind of services you need, and what are things

you “give in return” as an organizer.



NBF taught me the importance of customer service. Having that experience before volun-
teering at KK and FM gave me a better sense of the customer service level, | want to
have. Also, NBF has also emphasized the importance of ownership. That helped me to be
an agent at the KK instead of being a watcher — to help in any way | could along the way. |
have learnt how to be a better part of a team and the importance of customer service. |
feel | did my best when | knew my role and duties. | have had a good experience as | have
kept my own attitude positive, been proactive, and when | know | have made an impact on
someone’s experience at the event — no matter big or small. Those moments were when |
was at the customer service and when | helped my leaders by doing little things here and
there by doing things like interviewing people, helping other team mates, asking ques-
tions, finding what needed to be done, and solving problems that came up. (Nightingale
2016, 60).

As | look back to KK, the experience taught me the importance of training volunteers for
their duties and gave me a better understanding of how you deal with the situations like
that. Our team did get some help right away, when we discovered that we had none, also,
we got extra training for the event. This was a reminder to me that all the leaders and the
management groups are made of human beings and such so we are all learning and im-
perfect, and that's okay. (Jones R. 2007, 12).

Being part of the organizers group, even though my duties were modest, gave me a better
idea what happens in the organizational level. They do have a lot of things going on such
as meetings with partners and having those contracts made. Afterwards going through all
the results and starting to think ahead for the next event is not a small job, but as years go
by it will be easier. The challenge for the events which has a long history is also how to
develop such a way that there will be enough participants year to year. (Masterman 2009,
67 — 70).

2.1 Nordic Business Forum 2017 & 2018

I think Nordic Business Forum (NBF) has a similar setting as the International Council for
Coaching Excellence (ICCE) coaching conference at Vierumaki 2015 which is why | think
this business event relates to the sport world. NBF seeks the best speakers for the time to
speak about how to make “Building leaders who change the world” their main goal (Nordic
Business Forum 2018.) The ICCE mission is:” Lead and support the development of sport
coaching globally” (ICCE 2018.)



Since the main focus of sporting events is sports, they will have many events which will
develop the people working around the various sports. It is important to train and develop
the skills of the leaders in sport organizations as well as the coaches (Lussier R. 2017, 5).
Nordic Business Forum is an event which has been organized since 2009. Its purpose is
to help business people and business owners develop their skills and business as well
connect with one another (Seppé, S. 1 November 2018). NBF schedule has about 5
speakers for the day, as well as a set time for networking and opportunities to set meet-
ings and places to have those meetings during the event. The venue is Helsinki's expo
center and it's organized in such a way that the customers may have the best experience

they could during the event. Appendix 1 shows the map of the venue.

NBF has sold out last couple years and there has been 7500 participants. The company
itself has 30 workers, but the partnership companies have employed hundreds of workers
at the event. There were over 300 volunteers at NBF 2018 from Haaga-Helia. (Seppa S. 1

November 2018). The following figure shows an example of what kind of sectors NBF has.

Nordic Business Forum 2018

) " Customer ™
experience N
&
Eieri Student '
ven operations Live stream
tech P S production
Event pro ram’ i |
| 4 gram  Executive | customer |
| Networking producer care |
Speaker g
X Reldtisiis T Partnerships
| 1 Communications
&
Media

Figure 1. Sectors of NBF



The interviews to decide the next team leaders for the next team leaders start in Novem-
ber (Seppé S. 24 November 2017) and the recruitment of the volunteers starts in August.
(Seppé S. 24 August 2018.) The volunteers were educated in two ways. First, they were
trained three days beforehand for 4 hours at time, which includes trainings all the volun-
teers together and in specific teams. Second, two days of onsite preparation for about 6 to
12 hours depending of the team. At the event days volunteers started early in the morning
and ended when the day was closed. (Seppa S. 1 November 2018). 2017 NBF also had a

manual which contained information of the speakers, map of the venue, and the schedule

of the event. (NBF Manual, 2017.) Figure 2. is a very basic example of how the customer

service looks.

The focus of the volunteers in NBF is to help with the customer service. This is an exam-

ple of the pattern by which the volunteers are divided:

Customer experience
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Most of the departments has two team-leaders

some of the bigger teams has two coordinators

Figure 2. Example of the model of how to organize groups
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2.2 Kalevan Kisat 2018

The Kalevan Kisat (KK) is a track and field competition. This event is organized every
year, but it is held in different cities each year. The organizer was *Jyvaskylan Kentta Ur-
heilijat (JKU). It has been 12 years since KK has been held in Jyvéaskyla and this was the
sixth time it has been organized in Jyvaskyla. (Valoranta, P. 2 November 2018). KK had
20600 people come to watch the contests and over 700 athletes. They had five employed
workers at the event and during its organization, with about 530 volunteers during the
event (Trenberth L. 2012, 252; Valoranta P. 2 November 2018).

Kalevan Kisat 2018
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Figure 3. Sectors of KK

The training for the volunteers was held in a single day with two parts. The first part was
for everyone and the second part was for groups. They put some of the groups together
even though some did not have that much common besides the name. For example,
safety training included the security guards, medical people, and the ticketing group. Yes,
there are areas these groups overlap, but the work for each group is very different. To
have 530 volunteers and a couple hours to train them is, | think, crucial to have the
needed information and the team leaders ready for the training session (Valoranta P. 2
November 2018).

*Jyvaskyld’s track and field club



2.3 Finlandia Marathon

Finlandia Marathon’s (FM) goal is to encourage people to exercise with a goal in mind,
which would lead the participants to prepare for the run and take care of themselves phys-
ically. The focus on the organization side is “Juoksijan paras”, which means that every-
thing is done with the goal to put the runners first and think what is best for them (Vatanen
J. 2010, 11).

The history of FM dates to 1978 when it was organized for the first time. They were able
to keep it up until 1994, in which year there was only 312 participants. In the years 2005
and 2006, Jyvaskyla had a couple running events and they considered bringing FM back
for a second chance. *Keski-Suomen Liikunta and *Jyvaskylan Kenttaurheilijat started to
plan FM again. FM was able to be brought back as a result of many things: a good run-
ning course, location in Finland, active runners, and active marathon runners. The organ-
izers were able to test the marathon organizational procedures beforehand which helped
to bring the quality of the event up (Vatanen J. 2010, 8 — 10). The event has now been
back since 2007 and this year was the 11" time it has been organized since its resur-
gence (Vatanen J. 4 November 2018.) Today's FM has a 42km marathon, a 21km half
marathon, a 10km *light’s ten, a 42km relay race (8x5km), and a 5km walk (Organizing
committee 2018 Finlandia Marathon, cover.) FM 2018 had 2700 participants and from the
beginning they had two employed workers and during the event there were nine employed
workers and 250 volunteers (Vatanen J. 4 November 2018.)

Human resources in FM.

Organizing the event is based on the voluntary work. In Jyvaskyla they have lots of organ-
izations which work together. In this way they can get groups from each organization to
help at the event. They also have a website where people can register as a volunteer for
the event. Volunteers are divided by the different sectors in which some of the leaders are
volunteers as well. The goal is to use the skills of the volunteers and their earlier experi-
ence at the event. FM’s goal is to take good care of their volunteers. As a result, they
have organized warm meals and coffee breaks, shirts for the event, and a certificate when
asked (Vatanen J. 2010, 32 - 33).

To train the volunteers, the leaders will have their first meeting in the spring time and then
occasionally as needed. The closer the event comes, the more checking there is and the
more meetings are required. The main training session is held during the same week as
the event itself. Most of the volunteers have volunteered at the event before so it is easy
for them to understand what it takes. The training session includes an overview of the

event and specific training for different sectors. (Figure 4; Vatanen J. 2010, 33).
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Finlandia Marathon 2018
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*Light's ten name comes of the dark time of running and the light set up that lightens the way
*Keski-Suomen Liikunta RY is Middle Finland’s sport organization which helps to develop and sup-

port sport organizations in this area

2.4 Events through the eyes of volunteers

People have different reasons which motivate them to volunteer at events. These will
most likely effect on how much work they put in and what kind of experience they will have
at the event and what they'll think of it afterwards (Trenberth L. 2012, 256). The volunteers
should know the several things about the event: common understanding of the event's vi-
sion, its mission, venue management plans, and available positions and responsibilities.
(Taylor & Doherty & McGraw 2008, 100). E.g. some of the volunteers of NBF hoped that
they could have more freedom to choose the team they want to belong to. Some had dou-
ble roles but not enough training for both duties. Most volunteers of KK and FM partici-
pated to the event because the team spirit which they have experienced. (Open answers

to the survey).
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Preliminary orientation phase of event volunteer management is critical for sharing with volunteers
‘the nature and goals of the event, its functioning, key roles, persons and responsibilities, and role
of volunteers and specific human resource policies and procedures applying to them’. It can be
also used to ‘create a good atmosphere and to develop ownership in the volunteers with respect to
the event’ (Chelladurai and Madella 2006).

NBF volunteers would have liked to start the process earlier on, also the trainings would
have been more valuable if there would have been more practical training. Now it was
mostly theorical. They also hoped that the hours of the event would have been announced
earlier at the event they worked about 15 hours. At KK volunteers would have wanted to
have clearer image of what belongs to the volunteer’s package. E.g. free or paid oultfits,
nutrition side; lunch, dinner, snack etc., tickets to participate to the event and overview of
the event for example better information of the schedules and more training. Both events
volunteers experienced the following some of the teams felt the duty easy going and some
felt that they were on overtime. FM’s volunteers were mostly happy, they would like to
have some little details fixed and adjusted along the way such as making the event more
nature friendly by using that kind of material and keep the area clean (Open answer to the
survey). Knowledge of what you have sign up should be clear information from the begin-

ning. What comes with it and what you have agreed to do at the event.

Get more information and idea of how volunteers experienced the event the following sur-

vey was created (Appendix 1.):

The survey created for all 3 events contained the following questions and statements the
volunteer could agree or disagree with.

1) Have you volunteered at the event before?

2) How many times have you volunteered at the event?

3) | knew exactly what my duty was at the event.

4) | knew exactly where the meeting places where and the time schedule

when | needed to be there.

5) | felt my job at the event was valuable.

6) | felt that | received enough training for the event.

7) Feel free to tell what you liked and what we could do better.
NBF had over 300 volunteers from Haaga-Helia, and the survey was filled out by 82 of

them. KK had 530 volunteers of which 124 responded to the survey and out of FM’s 250

volunteers, 56 answered the survey.
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Have you volunteered at the event
before?
100
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Figure 5. Question 1.
Percentages: NBF yes: 28% no: 54%, KK yes: 59% no: 41%, FM yes: 82% no: 18%

How many times have you volunteered
at the event!?

100
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20 I
. T 0
0-5 6to |10 10 or more

NBF mKK ®mFM

Figure 6. Question2.

Percentages: NBF 98% , 1%, 1% new volunteers: 98% old: 2%
KK 53%, 10%, 36% new volunteers: 53% old: 46%
FM 52%, 23%, 25% new volunteers: 52% old: 48%

For me it was interesting to find out how many volunteers were first-timers and how many
had some experience beforehand. This also gives an idea for the organizers of what kind
of things they need to take into consideration while planning the event since the more ex-
perienced volunteers you have, the easier the educating process is. (Lussier R. 2014, 284
— 286). In contrast, think about if you go to a new job. Everything there is somewhat new
for you. You'll figure out little by little how to do your job and integrate to the new environ-

ment. What do you think will happen when there are more than half of the workers who
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have the first day at their new job at the same time? (Valoranta P. 2 November 2018).
Therefore, the more first-timers there are, the education process should have more em-

phasis on.

Figure 1 and 2 give an idea of how many first-timers the event has. To make the results
even more accurate, | should have added more options for the first years for how many
times they have volunteered before. For example, to have options of 0-1 time, 2-3 times,
4-5 times and then more broad options after that. One concern is how reliable the survey
answers are. For example, in answer to the second question for the KK, some of the vol-
unteers said they have participated in the event as a volunteer more than 10 times. This is
only possible if the volunteer is older and traveled to volunteer at KK in different cities. Ad-
ditionally, there are lots of events that JKU has organized, so some of the responders may

have considered some of those other events as the same as KK.

When compared to the ones who have volunteered at the event before 28% have been
volunteered at NBF and more than half are new ones. KK has 41% new volunteers and
59% had been at the event before. FM has mostly volunteers who have experience of the
event and only 18% of the volunteers were new. This knowledge is interesting because it
will give an idea how the number of new volunteers and old volunteers effect on the rest of

the answers in the questionnaire.

The surveys answers gave the following results NBF gets 98% of new volunteers, in
which 2% of the volunteers have really got into the volunteering in NBF. Taking into con-
sideration that most of the volunteers are students from Haaga-Helia meaning that most of
them will be at school 3-5 years. Same goes with the volunteers at KK and FM, but their
answers were more equal. Their numbers are about 50/50 with the new and old volun-

teers.

The next part of the survey as been compared in two ways. First to see who fully agreed
reflected on the ones who partially agreed to fully disagree and as follows the ones who
agreed on some level reflected to the ones who disagreed. These gives also variation to

the results of the survey.
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| knew exactly what my duty was at

the event
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Figure 7. Question 3.
Fully agree vs. all: NBF yes: 52% no: 48%, KK yes: 55% no: 45%, FM yes: 79% no: 21%
Agreed vs. disagree: NBF yes: 85% no 15%, KK yes: 90% no: 10%, FM yes: 93% no: 7%

The majority of volunteers in each event responded that they all knew fairly well what their
duty was at the event. As an organizer, this means that you can trust your employees and
get a win/win situation (Covey S. 1989, 218). When your employees have ownership for
their duty, they will have the needed information, they know what they need to do, and
when and how to do it. This is important since then you don’t have to be a babysitter and
instead you can focus on doing your job. You can achieve this by having trainings, good
team leaders, and manuals which will have the needed information (Taylor & Doherty &
McGraw 2008, 176). The answers to this question most likely reflected the experience of

the people on -the other areas of the survey.

Almost half of the people did not know what their duty at NBF but when it’s reflected on
volunteers who agreed with it the numbers are a lot different in NBF. Same goes with KK
percentages show that 55% agreed and 45% did not fully agree but then who agreed and
partially agreed 90% of volunteers knew what team they belonged and what were the ex-
pectations towards their duty. FM had most of the people who had volunteered at the
event before. Therefore 79% knew what their duty was and when the percentages have

also the ones who partially agreed the numbers goes up to 93%.
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| knew exactly where the meeting
places where and the time schedule
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Figure 8. Question 4.
Fully agree vs. all: NBF yes: 64% no: 36%, KK yes: 74% no: 26%, FM yes: 91%no: 9%
Agreed vs. disagree: NBF yes: 91% no 9%, KK yes: 96% no: 4%, FM yes: 98% no: 2%

If you know what team you belong to at the event, it should give you an idea where you
need to be and when. Over 90% of volunteers knew the time schedule and the meeting
places however if the results will be looked by the people who fully agreed to the ones
who partially agreed and the ones who did not agree NBF and KK percentages goes
down. At NBF 64% knew where they needed to be and when, at KK 74% knew. For me
this shows that it's important to have about the half of the people to know exactly what is
going on, that case the rest of the group are able to find “a leader” who to follow or who to
ask help etc.

It is important that the volunteers know where they need to be and when they need to be
there. The map, which includes the areas of the workers, athletes and customers, is also
valuable. It helps to get the overview of the venue and adds up your ownership of the
event. It seems like most of the people did know where they had to be and when, and the
ones who didn’t most likely were able to figure it out (Taylor & Doherty & McGraw 2008,
176). Venues of the events are found in Appendix 2, Appendix 3, Appendix 4. Appendix 5

is the general schedule of the events.
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| felt my job at the event was valuable
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Figure 9. Question 5.
Fully agree vs. all: NBF yes: 52% no 48%, KK yes: 64% no: 36%, FM yes: 80% no: 20%
Agreed vs. disagree: NBF yes: 89% nol11%, KK yes: 91% no: 9%, FM yes: 93% no: 7%

The motivation of the person impacts the experience as a volunteer as well as the de-
mands of the tasks. (Trenberth & Hassan 2012, 256). The motivation behind volunteering

will also affect to the person’s willingness to volunteer again (Sinek S. 2009, 136-137).

The answers of the questionnaires are based on the feelings and emotions, of how they
experienced the event. (Sinek S. 2009, 55 — 61). It would have been interesting to see
what the responders would have answered to the question if they would like to volunteer
at the event again. By looking through a narrower way in NBF 48% felt that their job at the
event wasn’t valuable in FM only 20% of the volunteers felt the same. But when the an-
swers are looked on the wider perspective 89% felt that their job was important at NBF,
and over 90% felt that way in KK and FM.
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| felt that | received enough training
for the event
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Figure 10. Question 6.
Fully agree vs. all: NBF yes: 58% no: 42%, KK yes: 50% no 50%, FM yes: 70% no: 30%
Agreed vs. disagree: NBF yes 90% no 10%, KK yes: 91% no 9%, FM yes: 93% no: 7%

It is important to learn to use the skills the volunteers already have (Trenberth & Hassan
2012, 258). When you give people enough information to become agents/actors/decision-
makers in your event, you'll increase their feeling of ownership which will increase their

self-confidence and make them your best employees. (Sinek S. 2009, 93-94).

“The challenge of every team is to build a feeling of oneness, of dependence on one another be-
cause the question is usually not how well each person performs, but how well they work together.”
Vince Lombardi

The education is important at the events because that’s your “physical training” for the
event. Like the athletes would train for the big competitions so should the volunteers be
prepared for the event. What comes to training part it's important to reflect the answers to
the amount the volunteers have participated in certain event. The more you have been
around the same event the more you have experience of it. Based on the fact how many
new volunteers NBF has it is clear why they do have as many trainings they do, but still
42% do not fully agree, but comparing the ones who felt they had enough training the
number goes up to 90%. Same happens to KK at first about 50% felt they did not receive
enough training but then only 9% disagreed. What comes to these two events, it would be
important to maybe have a separated training session for the ones who are at the event
for the first time. 82% has volunteered at FM before and 7% would have needed more

training and 30% would have wanted more training.
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3 Journal of creating a manual: How to organize events

| wanted to challenge myself and the knowledge | had gain through these three events
and the other events | have volunteered in different positions. It has been on going pro-
cess for a while and it will continue. The experiences from different events have build my

character and helped me to see event on different perspectives.

As | started the process, | have gone through in my mind lots of options about what form
the manual should be and the idea of website seems like a reasonable option for two rea-
sons. First, it gives the opportunity reach a larger audience and second, it gives great pos-

sibilities to use different kind of teaching styles and teaching techniques.

Discovering the topic also helped me to think about what | would need to have on the
website because it all starts with the topics and the learning objects. To have clearer vi-
sion of what is in the chapter and how to teach it helps to make the information simple and

easy to implement in real life. (Horton 2012, 285 — 286). Appendix 6. Draft of the manual.

3.1 Create an event

“Vision without action is a dream. Action without vision is a nightmare.” (Japanese proverb)

Topics of the chapter one in my view are now: Motivation, Vision, Engage and Culture,

these will create the foundation for the event.

Everything starts with a vision. My vision for chapter one is to create the destination for
the path we will take as we are creating the event. Part of it is to create tools to achieve
the goal. For this you will need to know why you do what you do and where you are going.

This will be your vision as the purpose and values create the culture of the event.

The important things that | have learned about these topics include the following: first,
when you have motivation, you are ready to work; second, when you have vision you
have the goal to reach for; and third, when you get others to work with you there will be
engagement and your team believes in what you can achieve together. The last thing
you'll achieve is the culture. You'll create the culture which is based on your values for the
event. Values will give the event the spine in which you can reflect your actions. (ICCE
Global Coach Conference, 2015)
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| have chosen to use baking a cake as an example of how to create an event. This will be
the introduction for each chapter. In this chapter the cake is chosen, and the recipe is cre-
ated to reach the goal. The Next step is to get the ingredients and start working. It is im-
portant that you believe the vision is achievable and that you have checked the plan in a
realistic view (Jones R. 2008, 25).

The better the plan is done, where all the different things have been taken into considera-
tion such as objectives, concept, feasibility and the proceed part, the better chance you
have for success in your mission (Masterman G. 2009, 59-60). When everyone knows
their responsibility, what is expected of them and they have the ownership of their sector,

the easier it is to follow up on how your team is doing.

“Much is made of objectives being smart, where they are specific, measurable, achievable, realistic
and timely. For them to be achievable and realistic for sports events, the next stage in the process,
feasibility, is key. That they are specific, are to be achieved in a certain timeframe and have perfor-
mance indicators that can be measured, aids the penultimate stage of the process, evaluation.”
(Masterman G. 2009, 63)

The goal for the chapter is to create an introduction for the website and explain each of
the topics simply and give tools/practices on how you can apply it for your current situation

or help you to create an event.

The plan how | will use to reach the goal includes three steps. 1. Create the manuscript
for each part of the chapter and make video/PowerPoint of each topic. 2. Create a movie
of the cake and making a recipe — get it to connected to the topic of creating an event. 3.

Provide the tools which will help to create an event.

The action & outcome

| realized that | might need to get into the spine of the events and really focus on what the
crucial things are. (Benjamin, 10 October 2018). So far, | have concluded that the main
three things to focus on at the beginning are: first, planning & scheduling. Having a plan
for the vision of what you are doing, and the time table will you to know what you need to
get done and when. (Jones R. 2007, 89; Masterman G. 2009, 59). Second, delegation.
Delegating is a crucial skill to have. This will help you to share the tasks and give the own-
ership to your team members. (Jones R. 2007, 35; Ferris T. 2007, 146). Third, communi-
cation. You need to be able to find the best ways to communicate with your team. This
way you'll be able to help each other and know what areas are doing fine and which ones
are struggling. (Jones 2007, 38).
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“I keep six honest serving-men (They taught me all | knew);
Their names are What and Why and When

And How and Where and Who".

Rudyard Kipling (Jones R. 2007, 61.)

1. Plan

A plan includes two parts. The first part is vision. Vision answers the questions of why,
how and what. The answer of why will give you the reason why you are organizing the
event. How will give you the ideas of what you need to be able to create the event
such as the venue and the marketing (Jones R. 2007, 96). What gives you the answer
of the specific list of things you need to get done. In this phase the object is clear and
the plan on how to achieve it is clear. This includes decisions like whether or not to
make the event non-profit or profitable in order to know the financial state for the
event. (Masterman G. 2009, 60; Sinek S. 2009, 69 — 73).

The second part of the plan is to create the time table. This is the part that you can fol-
low up on what needs to be done and when. It helps you to discover possible prob-
lems and prepare for those. To know in what dates, you need to have certain infor-
mation will help you to make needed decision E.g. with venue — is the place available,
does it stay within the budget. (Jones R. 2007, 101). These kinds of things will help
you to prioritize, which helps you to focus on the things that matter most at that time.
(Jones R. 2007, 68 — 70; Masterman G. 2009, 68; 71)

2. Delegate

It is important that you check your human resources to know how many people you
must have with the project now as well as in the future. To share responsibilities with
others you need to know their skills and that they’ll share the same vision of the event
with you. This is what helps you to get to the desired destination (Jones R. 2007, 89;
Sinek S. 2009, 90 — 94), to know who has the responsible of a specific sector of the
event, and what they will do and when. Use the skills you have, find out what your
team members are good at and help them to use those skills. Also, know how they will
do the job or that they will have a contact person who will guide them, so they are able
to meet the expectations. (Jones R. 2007, 34 — 36).
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3. Communicate

How will you communicate with your team? Do you need weekly meetings, have you
set a schedule when you'll have a meeting, and do you have things you need to cover
in the specific meeting? How often do you need to have meetings with everyone and
how often with just your team? It is important to know who will follow up and who is
your emergency person when something happens. For bigger events, you'll usually
contact your team leaders first who will contact the secretary-general if needed. This
way people will have the ownership of their duties which will give more time for the
leaders to focus on their tasks instead of solving all the problems that come along the
way. The leaders have their group in which they discuss the event in general and

overview the whole process. It is checked within the team leader’s team how the work

goes on in their specific area. This is how you’ll keep up on what is done and if the
plans need to be adjusted along the way. (Jones R. 2007, 172 — 177; Kerr J. 2013,
80).

Figure 11. The communication ways to follow up with the different sectors.
(Jones 2007, 174.)

Picture 1. By Krista Laine
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3.2 Start the action

Chapter two will focus on the mixing of the ingredients and the baking and getting the
cake ready. This means that there will be a schedule to follow for the short- and long-term
goals in order to keep up with the set timeline and to share the information with one an-

other so everyone in the main team has the big picture of the event.

Creating an event requires teamwork. The events | have talked about earlier are good ex-
amples in that each of them has been very grateful of the volunteers they have had in the
event, and in the end of the event they have reminded that these events would not have
happened without volunteers. This part will also be about the people skills. Human beings
are motivated by purpose, autonomy and a drive towards mastery (Kerr J. 2013, 72.)
This is the part where the event will start to come together and where you'll bring your
plans alive. When you have all the sectors working together for the same goal you will get
a lot done (Masterman G. 2009, 59)

This part will put your plan to the test to see if you have all the ingredients or do you need
to recheck the plan you have created (Masterman G. 2009, 71)

The goal for this chapter has four parts. First, people skills. Find the people you need for

your team and learn how to work with a team. Second, start the action. Recheck the plan,
schedule and timeframe, and sectors. Third, how to follow up, know what’s going on, and
how your team is doing in achieving its goals to make the vision come through. Fourth,

build the venue, how to organize it, and what to take into consideration.

The action & outcome

You don’t have to have everything ready to be able to move forward. It's about finding the
balance, and the best way to balance in life is to move rather than stay still. (Benjamin, 10
October 2018). The first chapter is preparing and planning and the second chapter is
about implementation and executing the plan. The last part of it will be evaluating what
has been done (Tiikkaja J. 23 March 2016).
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Implemention and execution

1. Bring the plan to a reality

Follow up with the plan, keep communicating and having meetings with your team. Check
the time schedule: Are you on time? Are there other things you need to take into

consederation? Are you achieving your short-term goals? (Jones R. 2007, 184).

2. Sectors
Do you have enough hands to do the work, do you need extra help, do you need to train

and educate new workers?

“For the delivery of the event itself, there are operational strategies.. These entail the
considerations for the delivery of the event, such as the requirements for finance, human

resources, partnerships, services and suppliers, venues, facilities, equipment and maketing”
(Masterman G. 2009, 71.)

Figure 12. You can start with some people, plan when you need more help.
(Jones R. 2007, 91).

.

Picture 2. By Krista Laine Picture 3. By Krista Laine
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3.3 The event day

The cake is now decorated and finished: it waits to be eaten. It's time to get the venue and
people ready so when the doors to the event are opened everyone is ready. There is time
for last-minute checks. This is the test of the event. Does everyone know what they are
supposed to know. Usually there is still a lot to do on the event day. Sometimes you are
not able to rent the venue before the event, so you need to be fast to get everything ready
before the event starts. This also depends on what kind of event you create and what's

the expected quality of the event.

It is well known that things rarely go as planned. This chapter will include how to react
quickly when things are not going as planned. Fortunately, if you have planned well you
can be prepared for most of the difficult situations and might already have some ideas

about how to solve problems.

My goal is to focus on these topics: 1. what to expect when the event starts, 2. create a
tool to make the check list to make sure everything is ready, 3. how to prepare for prob-

lems and how to solve them, and 4. communication throughout the event

The action & outcome

1. Last check

Usually on the event day you still have some checking to do to make sure you have every-
thing. Preparing for this before helps to avoid chaos on the main day. The better you pre-
pare in the beginning, the less stressful the event day will be.

2. Enjoy the ride

This is the part where you can no longer make any major changes, so relax, trust your
team and trust that everyone knows what their duties are and they’ll do their best to fulfil it.
For example, if you have an event which is three days, then the first day is a practice day,

the second day you already know what you are supposed to do, and so on the third day

you'll be a professional in what you do. (Valoranta P. 27 June 2018).
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3. Be aware of problems

To monitor everything that is going on, check and talk with your team members to know
how they are feeling and experiencing the event and talk with the participants and ask
their opinions. Keep your eyes open for possible problems so that you can do something

for it now and not hear about it afterwards. (Jones 2007, 195).
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Picture 4. By Krista Laine Picture 5. By Krista Laine

3.4 After the event

The last chapter is for what happens after the event has come to its end. It includes:
Clean up, Evaluate, and Follow up. It usually takes less time to clean up the event than to
put it together, but you need help at the beginning and at the end. Cleaning up the event
is freeing since the project you have been working on for so long is now coming to its end.
Evaluation of the event is crucial since it will help you to get better. It is a chance to learn
and grow. Following up is part of the legacy you'll leave for the next generation after one
event and then another. (Kerr J. 2007, 171).

The evaluation of the event is as important as the planning of an event because it gives a

frame for the next event, what are the things to improve and helps see what went well.

The goal of the chapter is: 1. Cleaning up — how to organize it 2. What are things you
should evaluate and what kind of tools there are for it. 3. What are the things you can
measure — how do you know what areas you can do better and what are things you

nailed. Were there left overs?
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The action & outcome

Evaluation

This part is usually overlooked, but if done immediately after the event, it will give good
guidelines and help to organize the event again. To evaluate what you have learnt through
the event and the process will help the next organizers to do a little better, to learn of your
mistakes, to prepare for some things better and so on. It's about making sure everyone
wins. Getting the feedback from the teams, athletes and customers will give you crucial
information which will help you to find out how you can improve. (Masterman G. 2009,
324).

Picture 6. By Krista Laine
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4 Discussion and conclusions

| have been a part of many events and have been in the organizer team a couple of times.
On my thesis | decided to focus on some of the biggest events | have been a part of.
These events have given me a better understanding of what kind of things need to be

taken into consideration when planning an event.

| chose NBF because it’s a large and well-known business event. It reminds me of the
ICCE coaching conference | participated as a student in Vierumaki in 2015. Although NBF
is a business event, it has something that relates to the ICCE coaching conference. For
example, they both want to educate and develop their own worlds and educate leaders to

become the best they can.

KK was a track and field event, which was a new area for me. There were new sport spe-
cific things to take into consideration. This was also a huge event where there were 20600
customers, over 700 athletes, and approximately 530 volunteers. | experienced being able
to organize all of that, educating 530 volunteers for the event, preparing everything for the
athletes so that they’ll have the best possible competition areas, and then being ready for
the customers and making sure that they have activities they can join at the event. It was
also interesting to see the differences between KK and the other two events since KK is
not held every year in the same city.

| was checking out what kind of events Jyvaskyla has and | found FM. It was a great expe-
rience to see an event so close to home. That is also one reason | have more information
about FM than the other events. If | would have found it earlier, | would have known more
and might have had a little bigger role at the event. However, this event provided better
understanding of what goes on behind the organizer group and how to work with the part-
ners at the event. Fortunately, this event went smoothly and there were no big problems,
probably because they have done this so many times. | have never run a marathon, and |
may never do so, but being part of the organizer group and around the people who like

running may have warmed me up to the possibility.

Events through the eyes of the volunteers

This part of the thesis was interesting to me because my experience with some of the
guestions varies a lot from the answers other volunteers commonly gave. If | would have

wanted to get a clearer idea about what worked at the event through the eyes of the vol-

unteers, one question could have provided new information. This question would be: What
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team did you work with? The answers to this question would have told what teams worked
well and what teams had issues, especially if the survey would follow the tracks of the
people in a specific team. These answers could have given an idea of which teams had
team leaders who were able to make the team work and which teams didn’t. This would
help to see the impact the team leaders had on the different teams.

Adding a question of age could have also given a better view of how big the age gap is at
events. NBF volunteers are mostly from Haaga-Helia meaning that the average age would
be between 20-25. In contrast, KK volunteers ranged from young to old and at the FM, the
youngest volunteers were youth from sport teams and the oldest were retired. The last
question | would add to the questionnaire is: Do you want to volunteer at the same event

again?

The questions of the survey were:

1) Have you volunteered at the event before?

2) How many times have you volunteered at the event?
The second question here has some interesting answers from the KK volunteers. Since
the event has been in Jyvaskyla 6 times, that would mean that a person has probably
travelled throughout the country to volunteer at the event. Another thing that could have
affected the second question is the fact that in Jyvaskyla there are many events, and JKU
has organized a lot of events as well. The volunteer groups, the organizations who volun-
teer at the events, help each other out. So many people who were working at KK were
also at FM. Therefore, depending how the responder understood the question and the
background of the person, the responses shows that more than 40 people have volun-

teered at KK more than 10 times.

The following survey responses were somewhat dependent on each other:

3) | knew exactly what my duty was at the event

4) | knew exactly where the meeting places were and the time schedule when |
needed to be there

5) | felt that | received enough training for the event.

Receiving enough training and having a good team spirit will create the foundation for the
experience at the event. This is the part which prepares the volunteers to their job. Just
like athletes need training to prepare for a competition the same goes for volunteers. The
better you do your job here, the less worried you need to be on the day of the event.

A lot of different schedules go into an event. The event starts at a certain time and ends at
a certain time, but some of the teams need to come earlier and some stay later, some of
the teams don’t need all the team members to work at the same time and so on. There-
fore, it's important that you know what your duty is because there might not be anyone to

tell you what to do or remind where you need to be and when.
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6) |felt my job at the event was valuable

Most of the volunteers’ jobs are quite simple, yet if those simple things were not there,
then everyone would notice. And as the words of Vatanen J. and Valoranta P., “This event
wouldn’t have happened without you.” These words are often heard at the volunteer's
night after the event. For me this part is like a work of art. It depends a lot on how you
treat your team members and how the team leaders treat each other. It is about the cul-
ture which is created for the event. To get people to volunteer again and again is not
about what happens, but mainly how you feel at the event, that you are part of something
bigger- you belonged. (Nightingale E. 2016, 13; Sinek S. 2009, 54).

7) Feel free to tell what you liked and what we could do better

What stood out the most in every event was the feeling of the team work and sense of be-
longing. As well as little adjustments and some ideas how to make the events even better.
NBF has critics were mostly about the short time period and some of the volunteers felt
like they were not informed enough of how long the event days will be like. On the educa-
tional side volunteers wished more hands-on training, not just theory. On the other hand,
others were very happy of having this kind of experience: “The assignment was very clear,
schedule was clear, and we were given place for our break time. | really appreciate the
fact that everyone in NBF treat each other with high level of professionalism and respect,
it's not always happening in an organization. Communication was clear which is also rare
in here. People were communicating actively, and it helped to make things clear. Process
was lean and transparent.” KK has critics on its delegating part and informing the volun-
teers better. However, KK was able to reach a good atmosphere at the event which was a
highlight for many volunteers. FM’s volunteers have been part of the event for a while and
team spirit was mentioned here couple of times. That is one reason which will bring them
back every year. FM volunteers had small adjustments which could make the event go
even better such as being more nature friendly, communicate more and do some changes

in post registration.

Journal of creating a manual

The manual of creating the events is based on what | have learnt through my experiences
at the events and what | learnt through the literature. | wanted to see what | have learnt

through my experiences and would | be able to help someone to organize an event based

on these topics. Since there is a lot of information available about the events, it was hard
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to simplify the topic as much as possible. However, | feel like | have been able to create a

main idealho follow from the beginning to the end of an event.

The first idea was to create a booklet, but by talking with friends about the topic, | got lots
of new ideas of what the “manual” could be. One of the best ways to reach many people is
through the internet, so a website would be ideal. This also gives an opportunity to use
new and variable teaching techniques and methods. During the thesis process | have
learnt that with this kind of project | need a short timetable or lots of short-term goals. That
will help me to really work hard and focus on the topic. To have 6 months is good but the
real work for me happens in a month. Time is one reason why there is no website now
and the other is that | have never created a website before, so going into a totally new
area would have required a little more time and people who know how | should create a
website. However, | did find a good book about how to create online teaching manuals
which gave new perspective about what to take into consideration when creating a web-

site for educational purposes.

Since | do not have the website up, | do not have the confirmed feedback if it really works
or not. However, I'm planning an event which will be in February, and that could give me a
timetable and an opportunity to try out the manual | created to see if there were any blind
spots which need correction or more information. It could also give an idea of how useable
the website could be. It is a little disappointing that | don’t have the website for my thesis
and it would have been better to get the website up now, but for my learning process, this

is the best | could do with the time and the projects | have going on right now.

The topics of the manual changed a bit from what | thought at first. The first chapter plan
included lots of different objectives and things to do. But as | simplified it to the things that
| felt are crucial for the event, | came up with the idea of 3 specific things to make sure
work at an event. So far, I'm happy with those things since they create a good foundation
for the event. The cake idea works well with it. However, that example could be more use-
able as a teaching video to make it more concrete, and | think having it as a video and
having an explanation along with it, the idea could really stand out. The questions of why,
how and what comes from the book Start with Why by Simon Sinek. That book helped me
a lot through the process since | question a lot of things and | personally need a reason
why along the way, but | prefer it early on before I'll start working. It's nicer to know why

you do what you do.

The first chapter is an important one because it lays out the foundation for the whole event

and that’s why it got the most attention.
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Kommentoinut [DA1]: Is this ‘punainen lanka’, like the main
idea of something? If so, | would just say ‘main idea’ instead of
‘red line’.

[ Kommentoinut [DA2R1]:




Implementing & execution, chapter two, is the chapter in which you bring the plan alive
and make it a reality. This is a time when you can fix some of the blind spots since there is
no reason to go with a broken plan to the end if you know the ship will crash anyway. Do

what you can along the way to direct your ship to the desired destination.

Chapter three is the shortest one and was the hardest topic to find information. But in my
opinion, the event day will be an outcome of how you have prepared at the beginning as
everything will reflect on your plan. As such, the last chapter of the manual is the feedback
which should be followed up with the plan that gives you the idea of the possible problems

or blind spots at the event.

This process has taught me many things and it has been a great journey of learning how |
work best and what it means to do your best. This was the best work | was able to do with

the skills and time | had for my thesis.

When | decide to do something it usually happens, and | should have made the decision
earlier to really start my thesis since | wondered about it for so long, but | did not make the
decision to really start until the fall. Through this process | have learnt that | need to first
decide to really aim for something. Second, | cannot have too much time for it, even
though my best work is done under pressure. Third, | need to get better at setting short-
term goals which will give me enough pressure and give me enough time with the long-

term goals to make it through.

| have often been told that the way to eat an elephant is one bite at a time. | think | got an
idea of what that is like. It has not been easy and I'm still learning. | have learnt through
many life skills through this process: the importance to prioritize my time to know what or-
der | need to get things done; determining how much time a specific job requires; and how
to apply the information | have gotten. | have been able to overcome desperation, panic
and stress to enjoy what I'm doing. | have been able to do hard things and work even

when | didn’t really want to.

| have come a long way by writing this thesis and getting information. When | started, |
hated using Microsoft Word and writing with it, and | did not like using Excel or making
surveys. However, Word makes more sense now, and as it turns out, Excel is not that bad
and making surveys, receiving answers and making the conclusions from the results is

quite fascinating. | can do hard things and learn to like things that | hated at first.
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Appendices

Appendix 1. Survey for volunteers

Survey for volunteers

What kind of experiences have you had when you volunteered at NB/KK/FM?

1. Have you volunteered at the event before? *

O No
O Yes

2. How many times have you volunteered at the event? *

O 0-5
0 6-10

O 10 or more

3. I knew exactly what my duty was at the event *

O Fully disagree

QO Patrtially disagree
O Partially agree

O Fully agree

4. | knew exactly where the meeting places were and the time schedule

when | needed to be there *

O Fully disagree

QO Patrtially disagree
QO Partially agree

O Fully agree
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5. | felt my job at the event was valuable *

O Fully disagree

O Partially disagree
QO Partially agree

O Fully agree

6. | felt that i received enough training for the event *

QO Fully disagree

QO Patrtially disagree
QO Partially agree

O Fully agree

7. Feel free to tell what you liked and what we could do better
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Appendix 2. Venue map of Nordic Business Forum 2017
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Appendix 3. Venue of Kalevan Kisat 2018
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Appendix 4. Venue of Finlandia Marathon 2018
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Appendix 5. General time schedules of the events.

Finlandia Marathon Kalevan Kisat

ERI MATKOJEN LAHTOAJAT
Perjantaina 14.9.
klo 17.. Maralonviest
Klo 18.00  Finlandia Kavely
Ko 20,00  Valon Kymppi
Lauantaina 15.9.
Ko 1200 Maraton ja maratonviesti
Kio 15.15  Puolimaraton ja puolimaratonviest

FINLANDIA MARATHONIN AIKATAULU
Perjantaina 14.9.

AIKA OHJELMA PAIKKA
14.00 - 21.00 jaka jongin D-hall
* Expo-alueen esillely- ja myyrlipisteel auki
17.00 Juoksijanumeraiden jako maralonviestiin padltyy Pavilongin D-halk
17.00 Musiikkia ja muuta ohjelmaa Lutakon aukion ohjelmalava
47.30 Osallistuatunnusten jako Finlandia Kvelyyn paattyy Pavillongin D-hall
17.30 Maratonviestin l3ht Lutakon aukio
17.40 Finlandia Kavelyn 13 ja lahtasn Lutakon aukio
18.00 Finlandia Kévelyn Iahté Lutakon aukio
18.30 Jalkiimailtautuminen Valon Kymppiin paaltyy Pavillongin D-halk
19.15 Valon Kympin juoksjanumeroiden jako padtlyy Pavilongin D-halli
9.00 - 19.45 Musiikkia. haaslalieluja ym. ohjelmaa Lutakon aukion ohjelmalava
19.45 Valon Kympin I3 ja lahtasn Lutakon aukio
20,00 Valon Kympin i3hts Lutakn aukio
21.30 * Valon Kympin pakintojen jako Lutakon aukion ohjelmalava

22.00 Maratonviestin yhteisiahts
- Mikili joukkue maratonviestissd ei ole vield vaihtanul 2. - 8. osuudelle, jaljell:
oleval juoksijal lhteval yhteiskihdssi klo 22.00

23.00 Tapahtumakeskus perjantailta sulkeuluu Pavillongin D-hall
Jjako kun kolme parasla joukkuetta on saapunut maaliin

Lauantaina 16.9.

09.00 jako ja jatkuu Pavijongin D-halli

10.30 Jalk paallyy jongin D-hall

11.00 Jako jongin D-hall

11,15 Musikkia, haastalleluja ym. ohjelmaa Lutakon aukion ohjelmalava

41,45 Maratonin Ja lahtodn Lutakon aukio

12,00 Maralonin 13hts  Lutakon aukio

13,30 Jal

pasltyy liongin D-halli
sl llongin D-halli

4.00 jako paallyy
14.00 Musikkia, haastalleluja ym. ohjelmaa  Lutakon aukio
14.50 & Jja lahtaon Lutakon aukio
15.15 Puolimaratonin i3hts Lutakon aukio
16.30 1. Palkintojenjako  Lutakon aukion ohjelmalava

* Maraton: N. N4O. . K40, k145 ja M50
17.00 2. Palkintojenjako  Lulakon aukio

* Maraton: N45, NS0, M55, M60 ja M6S
17.30 3. Palkintojen jako  Lutakon aukio

* WMaraton: N65. N60 ja N6S

* Puolimaraton: N, N40. N45, NSO, b, K40, K45, KS0, K5, K60 ja MBS
18.00 4. Palkintojen jako  Lutakon aukio

* Puolimaraton: NS5, N60 ja N65
18,15 Reililla oleval huollopisteel sulietaan ja reille jarjestelty likenteen ohjaus lopetetaan
20.00 Tapahtumakeskus sulkeutuu

parmaan Lickset ovat vaimit 8 Kak: painion
200t 333 MyGs adaseMMassa (yNMAsS.

Nordic Business Forum
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Appendix 6. The draft of the manual

Chapter 1:
Plan, Delegate
&

Communicate

PLAN ’DELEGATE' COMMUNICATE

- . ORGANIZE
SHARE COMMUNICATION
v l b I 0 N TABLE ‘ RESPONSIBILITES O WAYS B

 WHEN WHO WHO
HOW & WHEN HOW
WHAT HOW WHAT WHEN
HOW
THE EXAMPLE OF MAKING A CAKE
. . . SPORT SPECIFIC
DELEGATION
PLANNING COMMUNIGATION INFORMATION

STIEP 1 STEP 2
MIX EGGS AND SUFAR MIX FLOUR & BAKING POWDER
MEANS: THE FIRST PART TO BRING THE PLAN ALIVE MEANS: COMMUNICATE, AND THINK THE SPORT SPECIFIC THINGS
SECTORS A\D PEOPLE YOU NEED TO TAKE IN CONSEDERTAION AT THE EVENT
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BRING THE PLAN TO A REALITY SECTORS

FOLLOW UP WITH THE PLAN PEOPLE

HOW ARE THINGS GOING
DO YOU HAVE ENOUGH HANDS TO DO THE WORK

ANY PROBLEMS DO YOU NEED EXTRA HELP

DO YOU NEED TO HAVE MORE MEETINGS;
ARE YOU MEETING THE TIME GOALS F Ok O U Wi SHE TERM

IS THERE ANY AREAS THAT NEEDS ADJUSTING TRAINING & EDUCATING

HOW DOES THE CAKE LOOK NOW

wWiois

HUMAN

ALLDID
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LAST CHECK ENJOY THE RIDE ANY PROBLEMS

GET EVERYTHING READY Ky
YOU GANVOT MK OFF (8 Tiis MowgaT HeRyotmorn
y VAL DOING HINL
VT A CHECK LIST 1O CHECK THUST YO TEAM MAKL SURL THLY AlRLD 3
ALL THE CIRUCIAL PAIES OF THE CVENT > EVEAVONE KNOWS TIETR 308 11 AT HELP THLM 10 SOV 118

> LVURYONE WILL DO THETR DUIY PROBLIMS
WINWIN SHLATION

YOUMARL 110 M LOOK GOOD.
THEY MAKRL YOU LODKR DO D

“Asyou arein part Iwo you want 1o el as much as possible done betore the actual event, so the event day will 20 smoothh .

CAKE

Make the event look appealing and go beyound the expectations
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FOLLOW UP & FEED BACK

WHAT WILL YOU LEAVE FOR THE NEXT " GENERATION”

WHAT AREAS WORKED WELL

WHAT AREAS NEED DEVELOPING

HOW TO IMPROVE

WHY TO IMPROVE

WHY TO TAKE NOTES WHAT YOU DID, HOW YOU DID AND WHAT YOU DID

DOES THOSE THINGS MATTER WHY YES WHY NO

CAKE NOW

ANV LLET OVLRS:

RULP TRMK OF THE LQUIPMENT ALLDLD FOR 1L LVINT
WIHAT GO B USED AGYIN D SO OA

WAL DID YOU LEARA, BOW G YOU IMPLEMENT 118
WOW DO YOU TLEL ARTLR T VNS

WIHAT WOLLD BE YOUR ADVICL TOR YOURSLLE 11 YOU BLGW
PROJCT LIRL TS M UN2 Wi

"Your smile is your logo,
yvour personality is your business card,
how you leave others feeling
after an experience with you becomes your trademark.”
Trevor Greene

"PEOPLE DON'T BUY WHAT YOU DO, BUT THEY BUY WHY YOU DO IT.”
Simon Sinek
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