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MEETING, CONVENTION, AND EVENT PLANNERS

Meeting, convention, and event planners coordinate 
all aspects of professional meetings and events. They 
choose meeting locations, arrange transportation, and 
coordinate other details.

DUTIES 
Meeting, convention, and event planners 
typically do the following:

• Meet with clients to understand the purpose of the 
meeting or event

• Plan the scope of the event, including time, location, 
program, and cost

• Solicit bids from places and service providers (for 
example, florists or photographers)

• Work with the client to choose where to hold the 
event and whom to contract with for services

• Inspect places to ensure they meet the client’s 
requirements

• Coordinate event services such as rooms, 
transportation, and food service

• Confer with on-site staff to coordinate details
• Monitor event activities to ensure the client and 

event attendees are satisfied
• Review event bills and approve payment

Whether it is a wedding, educational conference, or 
business convention, meetings and events bring people 
together for a common purpose. Meeting, convention, 
and event planners work to ensure that this purpose is 
achieved seamlessly.

They coordinate every detail of events, from beginning to 
end. Before a meeting, for example, planners will meet 
with clients to estimate attendance and determine the 
meeting’s purpose. During the meeting, they handle 
meeting logistics such as registering guests and setting 
up audio/visual equipment for speakers. After the 
meeting, they survey attendees to find out what topics 
interested them the most.

Meeting, convention, and event planners also search for 
potential meeting sites, such as hotels and convention 
centers. They consider the lodging and services that the 
facility can provide, how easy it will be for people to get 
there, and the attractions that the surrounding area has 
to offer. More recently, planners also consider whether 
an online meeting can achieve the same objectives as a 
face-to-face meeting.

Once a location is selected, planners arrange meeting 
space and support services. For example, they negotiate 
contracts with suppliers to provide meals for attendees 
and coordinate plans with on-site staff. They organize 
speakers, entertainment, and activities. They also oversee 

SALARY INFORMATION

Location
2018

10% 25% Median 75% 90%

California $33,060 $41,840 $55,550 $72,740 $97,750

*Pay period based on yearly amount.
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the finances of meetings and conventions. On the day of 
the event, planners may register attendees, coordinate 
transportation, and make sure meeting rooms are set 
up properly.

RELATED OCCUPATIONS
Advertising and Promotions Managers
Marketing Managers    
Public Relations and Fundraising Managers
Administrative Services Managers
Agents and Business Managers of Artists, 
Performers, and Athletes
Human Resources Specialists
Public Relations Specialists    
Copy Writers
Travel Guides
Recreation Workers   
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