SCENARIO 2: Complex Event Planning (Multi-stakeholder)

Context

School: WelLoveGeraldine School (Melbourne)
Event: Annual Leadership & Strategy Conference

e 60 staff attending
e 6 speakers (internal + external)
e Timeline: 3 weeks
e Budget: limited
e Principal wants:
o smooth execution

o strong professional impression

What will you do?

Stage1. Use Al to Think Through the Event







Stage2. Turn the Thinking into a Practical Event Plan

Using the analysis above, now create a practical event planning workflow for the Annual
Leadership & Strategy Conference at WeLoveGeraldine School.

The plan should help the Executive Assistant coordinate the event over the next 3 weeks
and ensure the Principal feels confident that the conference will be delivered smoothly
and professionally.

Please create:
1. A 3-week planning timeline with key milestones.
2. Atask checklist organised by workstream.

3. Asimple responsibility allocation showing what the EA manages, what can be
delegated, and what requires Principal or leadership approval.






