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Selecting Guest Speakers Template 

 
 
 
 
 
 
 

Instructions: 

1. Read the Event Details manual, focusing on Selecting Guest Speakers.

2. In your own words, discuss the 7 questions to consider when selecting guest speakers. Include
suggestions that would relate to a plastic surgery conference for each.

3. In your own words, discuss the 4 methods for finding guest speakers. Include suggestions
that would relate to a plastic surgery conference for each.

4. Save your completed assignment template to your OneDrive and submit it to the drop box.

Grading: 

• 1 mark for each consideration

• 1 mark for each method

• 11 marks total

There will be a practicum student starting next week at 
the ImaKam office. They will be tasked with selecting 
guest speakers for an upcoming plastic surgery 
conference. Kim has asked you to help the practicum 
student with this task by preparing a document that they 
can work from. 
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There are seven questions to consider when selecting guest speakers, outlined below: 
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There are four methods for finding guest speakers, outlined below: 


	2: What is the primary objective fo the event- defining the goal and intent of the event will help narrow down possible guest speakers who would be a good fit for the conference. For example, a well-known businessperson in the area of expertise being featured at the event would leave a lasting impression on the audience.

Who is the audience- Knowing the event audience will largely determine the kind of speaker that will be successful. For an example an energetic speaker can have brand new fresh topics to talk about then comedic speaker.

What is the budget- Even speakers can command anywhere from 2,00$ to 30,00$ 9 and more). A focus on quality over cost is a smart plan but reviewing the budget plan ahead of contacting speakers.

What is the purpose of the guest speaker- Knwoing a very specific goal, theme and the audienceof the event can assist in identifying the purpose of the guest speaker.

What will the presentation style look like?- Be sure to select a guest speaker whose presentation style aligns witht he event agenda. Know the presentation time slot in advance.

What are the meeting and scheduling logistics- Sometimes the desired guest speaker is located too far away to make thema feasible option.

Where to find guest speakers: Personal experiences- Go back and think about past events where there was a speaker that left and unforgettable impression.

Ted Talks- Considering that TED is a nonprofit and only works with quality and egnaging speakers a variety fo areas.

Watch the speaker in action- if possible, attend and event where they are speeaking. This is the best way to see how they engage with the crowd and if they are truly good fits.
	undefined_2: Referrals – Reach out to personal and business contacts to ask for a recommendation. Be specific in 
explaining the event details so that those referring someone can have an accurate picture of who is 
needed as a speaker. It is a good thing if the referral has booked the suggested speaker themselves. 
If a speaker has delivered a keynote at a prime event, find out how they were to work with and how 
much they charged

Similar Events and Conferences – Think about similar events and go online to research lists of past 
or upcoming speakers. Use a search engine to research experts in the field of interest that the event 
is based on. Try to watch the speaker in action on YouTube and see if their style would be a good 
match for the event. Consider choosing a speaker from those who are industry thought leaders, 
influencers and professionals within the business.

 Personal Experiences – Go back and think about past events where there was a speaker that left an 
unforgettable impression. They may be a good fit!

TED Talks – Considering that TED is a nonprofit and only works with quality and engaging speakers in 
a variety of areas, this is a great place to find names for guest speakers.



