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We’ve all done these before, right? Well, times are a-changin’. 
Cutting-edge events involve a diversity of different skill sets 
to effectively run and manage, more than people often think. 
Therefore, it is essential to get the right team together to 
ensure your event transcends the standard and is one step 
above the rest.
  
Depending on the size of the event, your ambition and KPIs, 
some of these roles can be combined, but they should all be 
considered to make your virtual or hybrid event the talk of 
the Bubble, as well as Twitter and LinkedIn. 

SO, YOU’VE  
GOT  TO  
ORGANISE  
AN EVENT.

#



1This busy bee will organise the entire event from 
start to finish, helping with invitations, finding 
the hybrid studio, the moderators, roles required 
(use this document!), and planning how to 
actually implement the goals in what’s perhaps 
an unfamiliar format.  

In conjunction with others on the team, 
they must consider what streaming and/
or audience-engagement platforms to use, 
analytical tools to get solid data afterwards, 
advertising strategy (if applicable), and more.  

And if you’re going hybrid, you’ve still got to 
coordinate some physical aspects like the 
venue and managing speaker logistics. 

1PROJECT  
COORDINATOR 



2If you don’t have a Strategist or top-
level manager setting things out from 
the beginning, you risk forgetting key 
components and could create trouble 
for yourself down the line. Of course, 
the most important question is going 
virtual vs. hybrid light vs. full-on hybrid 
vs. traditional with a social media push.  

Hybrid offers the best of both worlds, 
as it allows incredible access to online 
audiences (and thus engagement 
and message spread!) while keeping 
the excitement and impact of having 
real-life speakers and moderators 
doing what they do best. 

Choosing virtual or hybrid formats, 
especially if this was an existing 
event that used to be fully physical, 
needs careful planning to best take 
advantage of the benefits. Your 
strategist must consider the original 
purpose of your event, but don’t just 
re-create it exactly. Perhaps the 
virtual/hybrid format can fit your 
needs even better than the original 
event format.  

They should consider goals, social 
media strategy, KPIs, and ensure 
that the format meets your desired 
outcomes. 

2EVENT 
STRATEGIST



3 3You can have the best art direction 
and design in the world, but it’s still got 
to be deployed and maintained on the 
platform(s) of choice. Working closely 
with the Project Coordinator, the Event 
Production Expert should be on top of 
these technical aspects, like turning 
graphics into actual Zoom overlays, 
or coordinating stage equipment on 
the big day. They are also a key role 
for choices like which platforms to 
use, equipment and venue setup, 
and more. This role can change 
significantly based on the choice of 
online vs. hybrid, as some physical 
venues will come with their own 
technicians, suppliers, or equipment. 

Beyond that, we’ve all seen the pitfalls 
of online events, like connection 
problems, PowerPoint issues, and even 
humorous ones like presenters being 
unaware that they’re giving their whole 
speech while upside down or have 
an overlay that’s turning them into a 
cat (this has really happened!). With 
an Event Production Expert, together 

with a Tech Team for large events, you 
make sure to avoid these problems so 
that the entire event runs smoothly. 
The Event Production Expert makes 
sure to select the correct sources 
so that what the audience sees is 
a perfectly branded and flawlessly 
executed event. 

They advise on which platform or 
combination of platforms to use, 
depending on the requirements - from 
ZOOM for simple gatherings, to Hopin 
for annual conferences, or Microsoft 
Events in conjunction with Wirecast 
PRO where a comfortable experience 
and sleek branding are essential.  

EVENT  
PRODUCTION  
EXPERT 
& THE TECH TEAM



4This role depends on the goals and 
scale of the project, but their success 
is a key difference-maker if you 
want to achieve maximum reach. 
After all, you lose out on a lot of the 
benefits of virtual/hybrid events 
if you don’t successfully activate 
an online audience, and having a 
consistent, thought-out visual brand 
and identity is a huge help. If some 
level of rebranding is involved (which 
can frequently be the case if you’re 
transitioning from a traditional even 
to a virtual/hybrid one), this cohesion 
and thought-out vision becomes even 
more important.

Under the supervision of the Art 
Director, the team should come up 
with a name and hashtag for the 
event, as well as with an inspirational 
look-and-feel. 

The Art Director should be involved 
from the beginning of the process 
to the end, as their responsibility 
includes pre-event marketing, landing 
pages, invitations, physical banners 
and venue materials (if hybrid), 
graphical elements for the stream and 
audience engagement tools, follow-up 
materials, and more. 

4ART 
DIRECTOR



5The Designer carries out and executes 
the marketing, landing pages, invitations, 
banners and venue materials (if hybrid), 
graphical elements for the stream and 
audience engagement tools, follow-up 
materials, and all other components. 

On the day of the event, the Designer also 
helps the Community Manager and social 
media team turn content into shareable, 
viral graphics and quoted images. 

8

5GRAPHICAL &  
SOCIAL MEDIA  
DESIGNER



6The traditional role of Moderator is still key. They 
play a similar role as in the past, but the ideal 
Moderator of today has a few more things on 
their plate. 

They are well prepared, well spoken, funny 
and know how to make the panellists 
feel good while nudging them towards 
focusing on engagement rather than long 
monologues.   

?

6MODERATOR



7In addition to the ‘traditional’ Moderator, 
for a hybrid event it’s often a good idea 
to have two separate roles: the Moderator 
that manages the physical location and 
speakers, and a Social Media Activator that 
manages the online audience. 

Using two people can be a huge advantage 
in successfully achieving success with 
both the panel and the online sphere,  
as it could easily prove too much for  
one person to manage. 

7AUDIENCE/
SOCIAL MEDIA  
ACTIVATOR



8If you would like your event to reach 
beyond just those in the (virtual) room, 
a social media team is key. They can 
help to create an involved community 
that lasts well after the event itself.  

The Social Media Reporter is an 
essential role to keep engagement 
high and get your messages out to  
the world.

They capture live quotes from the 
speakers during the event so they can 
be published on social media almost 
instantaneously. Your audience will 
want to share those quotes, especially 
if the Moderator highlights and directs 
them towards the wider discussion. It’s 
a great way to ensure further traction 
of the hashtag.  

8SOCIAL MEDIA 
REPORTER



9For any hybrid events we also need what 
we call a “live” Photographer who uploads 
pictures straight to a system so that they 
can published together with (captivatingly 
designed) live  speaker quotes. 

The photographer takes pictures of the venue, 
the speakers, the interaction, audience, and 
branding, and uploads them directly to the 
social media team who integrates them with 
social media posts. 

Shareable content doesn’t just fall out of the 
sky, but needs to be created with good lighting, 
photo angles, nice backdrops, props and more. 

9LIVE 
PHOTOGRAPHER



10The Social Media Engager needs to be involved any 
time you have significant interaction with your 
targeted community and audience. They can help 
understand the desires and particularities of your 
ideal community, ensuring long-lasting impact. 

Before the event they map out the handles, platforms 
and hashtags that need to be used during the event.  

During the event, they select the best messages to 
share with the audience and share this on social 
media. They also respond to questions and comments. 

10SOCIAL MEDIA 
ENGAGER 



1111

The Community Manager is someone in the team who 
checks with the speakers/client that the quotes and 
pictures are approved for publication on social media/
the website, before and during the event. 

Usually, it is well understood that the event is also live-
streamed, but permissions do need to be double-
checked (especially with high-profile guests). 

This person should also ensure that the different 
connected accounts share the various posts from their 
accounts, for added reach. 

COMMUNITY 
MANAGER



12During the event, the Analyst checks 
out the metrics and data to determine 
which messages are performing 
best organically, and help make 
advertising decisions. 

Immediately after the event, the 
analyst also makes sure a firm, 
data-based picture of the event’s 
outcomes and impacts is achieved.  

They turn this data into a clear event 
report to share with your stakeholders 
as well as the social media team 
so they can follow up with your 
communities, connect with influencers, 
keep sharing content, and otherwise 
give the event a long-lasting effect. 

12ANALYST 
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Your event

IF YOU STILL NEED HELP OR 
EXPERTISE IN ORGANIZING AN 
IMPACTFUL AND ENGAGING 
EVENT, WE’D LOVE TO ASSIST. 
 We have many years of experience with 
conferences and trending events for 
clients such as TEDx, Coca-Cola Public 
Policy EU, FEFCO, ESNO, Bayer, European 
Union/United Nations.  

SEND AN EMAIL TO 

liora.k@znconsulting.com 

0489 788 664

so we can plan a video meeting to 
discuss your needs, 

OR CALL 

mailto:liora.k%40znconsulting.com?subject=

