ASEAN Common Competency Standards for Tourism Professionals

Primary
Labour
Diviston

Item

Secondary
Labour
Division

Number
(JIN)

Job Titles

Item

Division 3 - Meeting Incentive Conference Exhibition (MICE) -
Job Index ' ‘

Competency Standards

I

MICE

Core Competencies ‘

Work effectively with colleagues and customers

Work in a socially diverse environment

Establish and maintain a safe and secure workplace

Implement occupational heaith and safety procedures

Communicate effectively on the telephone

Maintain hospitality industry knowledge

Develop and update local knowledge

Demonstrate Professionalism

O RN DO P WIN—

Converse in English at a basic operational level

3.1

CONFERENCE

Generic

Competencies

1

Communicate electronically

Identify hazards, assess, and control safety risks

Manage and resolve conflict situation

Perform basic first aid procedure’

Customer service

Source and present information

~N|oOg|~AslwinN

Access information on event operations

MCO.01

PROJECT MANAGER

Functional Competencies

Manage projects

Plan and develop event proposal and bid

Obtain and manage sponsorship

Determine event feasibility

Manage event business risk

Develop arid implement event management plans

Coordinate a marketing strategy and activities
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Secure funding for projects
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ASEAN Common Competency Standards for Tourism Professionals

_Division 3-- Meetmglncentive Conference Exhlb tlon (MICE)

Primary. Secondary ..., /Job Index ' v T
Labour Item Labour " Number ~Job Titlés"*" em T FT Y Gompetency Standards
Division Division (JIN) : ]

9 |Interpret financial information

10 {Prepare and monitor operational budgets

11 |Monitor work operation

12 {Manage on-site event operations -

13  |Develop conference programs

14 |Manage arts and culture performance

15 |Book supplier services

16 |Use common business tools and technology

17 |Manage workforce planning

18 |Recruit and select staff

19 |Coach others in job skills

20 |Lead and manage people

21 |Monitor staff performance standards

22 |Read and write English at an advanced level

MCO.02 |Conference Coordinator |Functional Competencies

Develop and manage public relation strategies

Deyelop and maintain community and stakeholders relationships

Prepare and monitor operational budgets

Plan and implement sales actlvmes or campaigns

Monitor work operations

Manage on-site event operations

Develop conference programs

__|Book supplier services

Use common business tools and technology

S| || ~[m|o| ] wird] =

Process and monitor event registrations

11 |Coordinate on-site event registrations

12 |Provide event staging support

13 __|Manage event staging components




ASEAN Common Compétency Standards for Tourism Professionals

Division 3 - Meeting Incentive Conference Exhibition (MICE)

Primary . Secondary Job Index .
Labour Item Labour Number Job Titles item Competency Standards
Division Division (JIN) |
14 |Develop event transportation plan '
15  |Monitor staff performance standards
16 |Provide personal leadership |
17 {Roster staff ‘
18 |Use oral English to convey a complex exchange of ideas |
19 [Deliver a short oral presentation in English
MCO.03 [Function Coordinator  |Functional Competencies !
' 1 |Plans in-house events of functions !
2 |Organize functions ;
3 ]Organize event permit
4 -|Manage on-site event operations
5 |Provide event staging support
6 [Develop multi-venue event plans
7 |Select and recommend event venue f
8 [Manage venue services
9 |Organize and facilitate rehearsal
10 |Manage arts and culture performance
11 |Coordinate with event vendors ,
12 |Plan, manage and conduct meetings }
13 |Use common business tools and technology ‘
14  |Monitor work operations
15 |Provide personal leadership
16 Coach others in job skills |
17 |Roster staff ,
18 |Use oral English to convey a complex exchange of ideas i
19 {Deliver a short oral presentation in English ]
MCO.04 |Marketing Coordinator  |Functional Competencies '
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ASEAN Common Competency Standards for Tourism Professionals

Division 3 - Meeting Incentive Conference Exhibition (MICE)

Primary Secondary Job Index
Labour Item Labour Number Job Titles Item Competency Standards !
Division Division (JIN) !

Develop and implement marketing strategies

Plan and implement sales activities or campaigns

Coordinate a marketing strategy and activities

Obtain and manage sponsorship

Develop and maintain community and stakeholders relationships

Develop strategies to host media.

Use common business tools and technology

Coordinate production of brochures and marketing materials

o|o|N|o|a|a|w|ro|—

Create a promotional display or stand

10 |Prepare business documents

11  |Gather and present product information

12 |Operate an online information system

13 |Create and use databases

14 |Review and maintain website and application

15 |Provide personal leadership

16 |Coach others in job skills

17 |Roster staff

18 _|Prepare a business letter in advanced English

19 |Exchange of information in English conversation

MC0.0S Conference Supervisor |Functional Competencies

Provide event:management services

Pian, manage and conduct meetings

Book supplier services

Gather and present product information

Use common business tools and technology

Show Social and Cultural Sensitivity

Monitor work operations

R ND OB W[N] —

Coach others in job skills




ASEAN Common Competency Standards for Tourism Professionals

Division 3 - Meeting Incentive Conference Exhibition (MICE)

Primary Secondary Job Index :
Labour Item Labour Number Job Titles Item Competency Standards !
Division Division {JIN) - }
9 |[Roster staff
10 jManage Volunteers !
11 {Monitor staff performance standards f
12 |Read general information texts or media: '
13 |Exchange of information in English conversation j
14  |Deliver a short oral presentation in English ‘
Conference Secretarial
MCO.06 |Supervisor Functional Competencies .
1 |Mentoring and supervision |
2 |Create and use databases ;
3  |Operate an online information system f
4 |Review and maintain website and application ,
5 |Organize event permit '
6 |Plan, manage and conduct meetings
7 |Beok supplier services |
8 |Process event registration ;
9 |Coordinate on-site event registrations
10 |Gather and present product information
11 |Use common business tools and technology f
12 |Maintain financial standards and records f
13  |Prepare routine financial statements ;
14 |Prepare business documents ,
15  |Prepare a business letter in advanced English }
16 |Exchange of information in English conversation '
MCOQ.07 |Liaison Officer Functional Competencies .
1 |Address protocol requirements
2 |Show social and cultural sensitivity
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ASEAN Common Competency Standards for Tourism Professionals

Primary
Labour
Division

Division 3 - Meeting Incentive Conference Exhibition (MICE)

Secondary Job Index
Item Labour Number

Division (JIN)

Job Titles

Item

Competency Standards

Provide arrival and departures assistance

Gather and present product information

Exchange of information in English conversation

DO W

Wirite a short message in English-

Conference Registration
Staff

Functional Competencies

MCO.08

Process and monitor event registrations

Coordinate guest registration at event

Coordinate on-site event registrations

Exchange of information in English conversation

Respond effectively to instructions given in English

DB WD —

Write a short message in English

MCOQ.09

Conference -
Transportation Staff

Functional Competencies

1

Develop event transportation plan

Gather and present product information

Provide arrival and departures assistance

Roster staff

Read general information texts or media

DO (W N

Exchange of information in English conversation

MCO.10

Conference Logistic Staff

Functional Compstencies

1

Prepare business documents

Negotiate with event vendors

2
3
4

Book supplier services

Monitor loading and unloading activities




ASEAN Common Competency Standards for Tourism Professionals

Division 3 - Meeting Incentive Conference Exhibition (MICE)

i
Primary Secondary Job Index , !
Labour Item Labour Number Job Titles tem . Competency Standards ?,
Division Division (JIN) ‘
5 |Gather and present product information
6 |Exchange of information in English conversation '
MCO.11 ‘|General Support Functional Competencies ;
Runner, Usher, Booker 1 |Address protocol requirements |
2 |Gather and present product information ‘
3 |Réspond effectively to instructions given in English |
|
|
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ASEAN Common Competency Standards for Tourism Professionals

Primary
Labour
Division

Division 3 - Meeting Incentive Conference Exhibition (MICE)
Secondary JobIndex ' : '
Item Labour Number Job Titles Item Competency Standards
Division (JIN) -

MICE

Core Competencies _
1 Work effectively with colleagues and customers

~Work in a socially diverse environment

Establish and maintain a safe and secure workplace -

Implement occupational health and safety procedures

Communicate effectively on the telephone

Maintain hospitality industry knowledge

Develop and update local knowledge

Demonstrate Professionalism

Converse in English at a basic operational level

OO~ W

3.2 EXHIBITION Generic Competencies
. 1  Communicate electronically
Identify hazards, assess, and control safety risks
Manage and resolve confiict situation
Perform basicirst aid procedure
Customer service
Source and present information
Access information on event operations

NO G W

MEX.01 Project Manager Functional Competencies
: : 1 Manage projects
Develop exhibition concept
Research event trends and practice
Determine event feasibility
Coordinate a marketing strategy and activities
Secure funding for projects .
Prepare and monitor operational budgets
- Manage venue services
Manage event business risk
Select and recommend event venue
Monitor work operation
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ASEAN Common Competency Standards for Tourisrn Professionals

Division 3 - Meeting Incentive Conference Exhibition (MICE)

Primary Secondary Job Index _
Labour item ' Labour Number Job Titles item Competency Standards
Division Division (JIN)

12 . Manage on site event operations

13 Negotiate with events Vendor

14 Book Supplier services

15  Recruit and manage exhibitors

16 Plan and allogate exhibition space

17  Manage crowd

18  Use common business tools and technology
19 Recruit and select staff

20 Provide personal leadership

21  Read and write English at an advanced level

MEX.02 Exhibition Coordinator  Functional Competencies
1 Event Coordination

Develop exhibition concept

Gather and present product information

Negotiate with event vendors

Recruit and manage exhibitors
~ Manage financial performance within a budget

Organize event infrastructure

Provide event staging support
9  Manage event staging components
10  Organize and monitor installing and dismantiing acfivities of an exhibition
11 Manage Venue Services
12 Monitor entry to a venue
13 Use common business tools and technology:
14  Manage crowd
15 Monitor staff performance standards
16  Provide personal leadership
17 Rosterstaff
18  Use oral English to convey a complex exchange of ideas
19  Deliver a short oral presentation in English

O~ A WN

MEX.03  Exhibition Venue Coordin: Functional Competencies
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ASEAN Common Competency Standards for Tourism Professionals

Division 3 - Meeting Incentive Conference Exhibition (MICE)

Primary Secondary Job Index
Labour ltem Labour Number - Job Titles item - Competency Standards
Division Division (JIN)

Select and recommend event venue
Develop multi-venue event plans
Manage venue services
" Monitor entry to a venue
Negotiate with event vendors
Manage financial performance within a budget
Organize event pemit
Use common business tools and technology
Manage on-site event operations
10  Organise and facilitate rehearsal .
11 Develop and maintain community and stakeholders relationships
12 . Manage crowd
13 Manage to Network Stakeholder
14 Monitor work operations
15  Coach others in job skills
16 Provide personal leadership
17 Roster staff
18  Use oral English to convey a complex exchange of ideas
19  Deliver a short oral presentation in English

OO0 ~NO O £ WN -

MEX.04 Marketing Coordinator  Functional Competencies

Develop and maintain community and stakeholders relationships
Prepare business documents

Use common business tools and technology

Create a promotional display or stand

1 Coordinate a marketing strategy and activities
2 Plan and implement sales activities or campaigns
3 Obtain and manage sponsorship

4 Develop stratégies to host media

5  Gather and present product information

6  Review and maintain website and application.
7 Create and use databases

8 . Recruit and manage exhibitors

9

10

11

12




ASEAN Common Competency Standards for Tourism Professionals

Division 3 - Meeting Incentive Conference Exhibition (MICE)

Primary Secondary Job Index ) i
Labour item Labour Number Job Titles ltem . Competency Standards
Division Division (JIN) '

13~ Coordinate production of brochures and marketing materials
14 Operate an online information system

15  Provide personal leadership

16  Roster staff *

17  Read generalinformation texts or media

18  Prepare a business leftér in advanced English

19  Exchange of Information in English Conversation

MEX.05 Exhibition Supervisor  Functional Competencies
1 Use common business tools and technology
Organize and Monitor Installing and Dismantiing Activities of an Exhibition
Coordinate the installation and dismantiing of exhibition
Monitor loading and unloading activities
Install and dismantle exhibition elements
Recruit and manage exhibitors
Coach others in job skills
Roster staff
9 ° Manage Volunteers
10 Monitor staff performance standards
11 Gather and present product information
12  Read general information texts or media
13  Exchange of Information in English Conversation
14  Deliver a short oral presentation in English

O~ WN

MEX.06 Exhibition Secretarial Sup: Functional Competencies
1 . Mentoring and Supervision
Organize Event Permit
Prepare business documents
Produce various types of form documents on a computer
Maintain financial standards and records
Book supplier services
Plan, manage and conduct meetings
Operate an online information system
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ASEAN Common Competency Standards for Tourism Professionals

Division 3 - Meeting Incentive Conference Exhibition (MICE)

Primary Secondary Job Index .
Labour ltem Labour Number Job Titles Item Competency Standards
Division Division (JIN) ' .
9  Review and maintain website and application
10  Create and use databases
11 Coordinate on-site event registrations
12  Gather and present product information
13  Process Event Registration :
14 Use common business tools and technology
15 - Prepare a business letter in advanced English
16

Exchange of Information in English Conversation

MEX.07 Exhibition Logistic Staff Functional Competencies

A W N -~

Prepare business documents

Negotiate with Event Vendors

Book Supplier Services

Monitor Loading and Unloading Activities
Gather and present product information

- Exchange of Information in English Conversation

MEX.08 Ei(hibition Transportation Functional Competencies

1

DO W N

Develop event transportation plan

Gather and present product information
Provide arrival and departures assistance
Roster staff

Read general information texts or media

. Exchange of Information in English Conversation

MEX.09 iExhibition‘ Registration St: Functional Competencies

1

DO W N

Process and monitor event registrations
Coordinate Guest Registration at Event
Coordinate on-site event registrations

Read general information texts or media
Exchange of Information in English Conversation

‘ Respond effectively to instructions given in English




ASEAN Common Competency Standards for Tourism Professionals

Division 3 - Meeting Incentive Conference Exhibition (MICE)

Primary Secondary Jobindex
Labour Item Labour Number - Job Titles item R ~ Competency Standards
Division Division (JIN) . '
MEX10 General Support Staff .  Functional Competencies )
Runner, Usher, Booker 1 Address Protocol Requirements

2 Gather and present product information

3 - Respond effectively to instructions given in English
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ASEAN Common Competency Standards for Tourism Professionals
' ' Division 4 - EVENT '
Primary Secondary Job Index ’ . :
Labour item Labour Number . Job Titles item , . Competency Standards
Division Division (JIN) ’
EVENT Core Competencies )

1 Work effectively with colleagues and customers
Work in a sacially diverse environment
Establish and maintain a safe and secure workplace
" Implement occupational health and safety procedures
Communicate effectively on the telephone
Maintain hospitality industry knowledge
Develop and update local knowledge
Demonstrate professionalism
Converse in English at a basic operational level

O OO ~NOOh s WN

41 EVENT - : Generic Competencies
1 . Communicate electronically
Access information on event operations
Manage and resolve conflict situation
Perform basic first aid procedure
Customer service
Source and present information
Identify hazards, assess, and contro! safety risks

~No o wN

EVE.01 Project Manager Functional Competencies
1 ~ Manage projects
Develop event concept
Determine event feasibility
Develop and implement event management plans
Obtain and manage sponsorship
Secure funding for project
Manage financial performance within a budget
Prepare and monitor operational budgets
. Manage event business risk
Monitor work operafion
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ASEAN Common Competency Standards for Tourism Professionals

Division 4 - EVENT
Primary Secondary Job Index - } ,
Labour Item Labour Number Job Titles Item Competency Standards
Division Division (JIN) . B

11 Negofiate with evént vendors

12 Develop Public Relations and Publicity Strategies
13 ° Develop strategies to host media

14  Coordinate a marketing strategy and activities

15  Select and recommend évent venue

16  Facilitate and capitalize on change and innovation
17 Compile production schedule

18  Manage on site event operations

19  Coordinate technical operations ,

20 Establish and manage resources and technical requirements
21 . Read and write English atan advanced level

EVE.02 Production Manager Functional Competencies
1 Manage projects

Manage stakeholder relationships

Monitor work operation

Negotiate with event vendors

Prepare and monitor operational budgets

Exhibit professional behavior
" Design site- '

Design environment
9  Useinformation technology
10  Establish and manage resources and technical requirements
11 Undertake sifple lihting/sound/audiovisual activities
12 Coordinate bump-in
13 Coordinate bump-out
14 Manage technical production
15 . Develop strategies to host media
16  Compile production schedule
17  Install flying elements and modify rigging
18  Read and write English at an advanced level
19 * Prepare a business letter in advanced English

O~ WN
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ASEAN Common Competency Standards for Tourism Proféssionals

Division 4 - EVENT i
Primary Secondary Job index
Labour Item Labour Number Job Titles item Competency Standards
Division Division (JIN) .
EVE.03 Show Manager Functional Competencies
’ ) 1 Manage The Performance

2  Engage performers and entertainers

3 Exhibit professional behavior

4  Prepare for rehearsal

5  Coordinate rehearsals

6  Coordinate final production process

7 Tour the show

8 - Use communication skills

9  Useinformation technology

10  Follow performer scores

11 Operate flying/osting systems

12  Operate staging elements

13 Manage stakeholder relationships

14  Manage crowd '

15 Participate in, lead and facilitate work teams -

16  Establish and manage effective workplace relationships

17 Monitor staff performance standards

18  Roster staff -

EVE.04 Event Coordinator Functional Competencies

1 Plan and manage events

2  Eventcoordination

3 Organize eventinfrastructure

4  Manage event staging components

5 . Provide event staging support

6  Manage on-site event operations Services

7  Prepare and monitor operational budgets

8  Organize Event Permit - .

9  Coordinate technical operations

10  Manage venue services .

11

Use common business tools and technology




ASEAN Common Competency Standards for Tourism Professlonals

Division 4 - EVENT

Primary
Labour
Division

Secondary Job Index : ,
ltem Labour Number Job Titles - item ’ Competency Standards
Division (JIN) '

12 Coordinate bimp-in

13 Coordinate bump-out

14  Participate In, Lead And Facilitate Work Teams

15 Manage Workplace Relations

16 . Recruit and select staff

17 Roster staff

18  Use oral English to-convey a complex exchange of ideas

EVE05 Marketing Coordinator  Functional Competencies
Coordinate a marketing strategy and activities
Plan and implement sales activities or campaigns
Develop and maintain community and stakeholders relationships
Develop and manage public relation strategies
" Gather and present product information
Coordinate production of brochures and marketing materials
Promote Event
Review and maintain website and application
Create and uSe databases
Provide event staging support
11 Prepare business documents
12 Use common business tools and technology
13 . Provide personal leadership
14  Coach others in job skills
15  Roster staff
16  Read general information texts or media
17  Prepare a business letter in advanced English
18  Exchange of Information in English Conversation
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ASEAN Common Competency Standards for Tourism Professionals

Division 4 - EVENT

Primary
Labour
Division

Secondary Job Index .
Item Labour Number Job Titles Item - Competency Standards
Division (JIN) . .

Event Registration A
EVE.O6 Supervisor " Functional Competencies
1 Process Event Registration
Coordinate on=site event reglstrahons
‘Opératé an online information system
Useé common business tools and technology
Create and use databases '
~ Review and maintain website and application
Gather and present product information
Negotiate with event vendors
Read general information texts or media
Start conversations and develop good refations with guests
Exchange of Information in English Conversation

OWoO~NOOOaWN
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Event Administration

EVE.O7 Supervisor Functional Competencies
- Organize event permit

. Prepare business documents
Manage financial performance within a budget
Maintain financial staridards and records
Prepare routine financial statements
Plan, manage and conduct meetings
Gather and present product information
NNegotiate with Event Vendors

- Book supplier services -
Develop and maintain community and stakeholders relationships
Read general information texts or media
Prepare a business letter in advanced English
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ASEAN ,COmmon’Competency Standards for Tourism Professionals ,

Division 4 - EVENT
Primary Secondary Job Index .
Labour Item Labour Number Job Titles item - Competency Standards
Division Division (JIN) ' : g

EVE.08 Event Registration Staff Functional Competencies

1 - Process and monitor event registrations
Co-ordinate guest registration at event
Coordinate on-site event registrations
Exchange of information in English conversation
Respond effectively to instructions given in English
Write a short message in English

DO WN

Event Transportation

EVE.09 Staff Functional Competencies
1~ Develop event transportation plan

Gather and present product information
Provide arival and departures assistance
Roster staff :
Read general information texts or media
Exchange of information in English conversation

DT WN

EVE.10 Liaison Officer Functional Competencies
‘ 1 . Address protocol requirements
2  Gather and present product information
3 Show social and cultural sensitivity
4  Provide amival and departures assistance
5  Exchange of information in English conversation
6  Wiite a short message in English

EVE.11 General Support Staff  Functional Competencies
' Usher 1 Gather and present product information
: 2 ' Start conversations and develop good relations with guests
3 Respond effectively to instructions given in English
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