
Mobi le :  +974 31350061
Emai l :  tsmith.smith@gmai l .com

LinkedIn:  www.l inkedin.com/in/topazsmith

P R O F I L E Event  Management & Operat ions Special is t  wi th over  10 years exper ience in
planning and execut ing a range of  events ,  f rom large-scale sport ing events ,
exhibi t ions and conferences,  to launches and ceremonies.  Ensur ing seamless
and memorable exper iences with at tent ion to detai l  and operat ional  excel lence.  

E X P E R I E N C E

T O P A Z  S M I T H

Provide st rategies and recommendat ions to improve and streaml ine the
operat ional  processes and procedures,  based on the desi red outcomes.

Q U A N T U M  -  O P E R A T I O N S  C O N S U L T A N T

Geneva Internat ional  Motor Show -  Qatar  2023

Contracted by Qatar  Tour ism as Operat ional  Consultants

B L I N K  E X P E R I E N C E  -  S I T E  M A N A G E R

Saudi  Games 2023

Manage the bui ld-up,  changeovers ,  and dismant l ing of  a l l  s i te  areas,  including
FF&E,  fabr icated i tems,  branding,  hospita l i ty ,  and product ion.
Execute del iverables for  the set-up and operat ional  requirements .
Monitor  instal lat ions for  qual i ty  control  and HSSE.
Coordinate with the Venue & Sport  Federat ions on al l  requirements .
Coordinate with the Technical  department  on requirements and set-up.  
Col laborate with the Award Ceremonies contractor  on the required set-up.  
Ensure al l  operat ions run smoothly  and coordinate with each department .

Manage and execute the running of  pre-match ceremonies dur ing rehearsals
and l ive product ion.
Direct the flag bearers & stage hands, provide guidance and oversee the movements.
Ensure effective communication, calling cues and collaborating with the show caller to
maintain a synchronised production. 
Control entrances and exits, directing the flow of people and movement of stage/flags. 
Provided support in both pre and post-show functions. 

Q V I S I O N  P R O D U C T I O N S  -  S T A G E  M A N A G E R

AFC Asian Cup Qatar  2023 -  Pre-Match & Award Ceremonies 

Oversee stand product ion in  accordance with speci f ied procedures,  branding,
electr ical  requirements ,  and FF&E arrangements .
Ensure seamless operat ion of  a l l  s tands and provide support  as needed.
Coordinate with contractors  to address maintenance needs,  AV assistance,
product ion requirements ,  and oversee FF&E setup.
Report  any issues and col laborate with with the team to formulate solut ions.
Supervise the setup and dismantling of custom-built booths, ensuring strict adherence to HSE
standards, as well as compliance with established processes and procedures. 

A R E N A  E V E N T S  &  V E N U E S  -  P R O D U C T I O N  C O O R D I N A T O R

Web Summit  Qatar  2024 

http://www.linkedin.com/in/topazsmith


F I S C H E R  A P P E L T  -  C O N F E R E N C E  &  S P E A K E R  C O O R D I N A T O R

World Innovation Summit  for  Health 2022 (WISH2022) 

Manage speaker  prof i les and conference sessions on the microsi te  and
Swapcard plat form.
Track the project  progress and col laborate with the cl ient  using the EMS.
Coordinate with the venue,  faci l i t ies ,  and technical  teams on requirements .
Ensure the speakers are on schedule and connect  with fe l low panel ists ,  MC,
and stage managers before each session.
Coordinate between the speakers and venue for  technical  requirements .  

Lead the dai ly  operat ions for  the stadium,  technical  compounds and
rehearsal  footbal l  f ie ld ,  wi th around 700 cast  members at tending rehearsals
and over  500 personnel  and technical  crew working dai ly .
Si te  bui ld and dismant le designated stadium areas,  rehearsal  f ie ld and
external  compounds.
Venue management ,  FF&E setup and preparat ions,  accessibi l i ty  & secur i ty .
Communicate and coordinate with the cl ient  for  operat ional  processes.
Pr ior i t ise and al locate tasks to the OPS team,  and complete dai ly  reports .
Coordinate with contractors  for  requirements ,  maintenance and del iver ies .
Support  a l l  BWS departments & contractors  for  operat ional  requirements .
Coordinate with the HSE department  to mit igate r isks ,  by ensur ing PPE,  setup
exclusion zones,  and monitor  physical  and machinery work.
Track and al locate BWS and contractor  inventory .
Manage the VOM operat ions to ensure a smooth run of  show dur ing the
rehearsals  and l ive opening and closing ceremonies.

B A L I C H  W O N D E R  S T U D I O  -  O P E R A T I O N S  C O O R D I N A T O R  

FIFA World Cup Qatar  2022 -  Opening,  Closing & Trophy Ceremonies

Responsible for  a l l  communicat ions related to the venue,  services,  and
operat ions dur ing the planning stages,  bui ld-up,  l ive event  and dismant l ing.
Coordinate with suppl iers ,  F&B,  and retai l  vendors for  a l l  requirements for
instal lat ion,  l ive event ,  and dismant l ing processes and procedures.
Manage the venue set-up and coordinate requirements with the Procurement .
Point  of  contact  and inter face between Spacetoon and the venue.
Responsible for  VIP v is i ts ,  inf luencer ,  and performer arr ivals .
Ensure standards of  c leaning,  secur i ty ,  and heal th & safety measures are met .  
Resolve any requirements between vendors /  suppl iers  and the venue for
electr ic i ty ,  maintenance,  c leaning,  access,  and the loading dock.

S P A C E T O O N  E V E N T  -  V E N U E  M A N A G E M E N T  /  S I T E  O P E R A T I O N S

Qatar  Toy Fest ival  2023

Supervise,  provide feedback,  and advise throughout  the planning,  instal lat ion,
l ive event  and dismant l ing stages.
Manage the venue branding f rom the design to product ion and instal lat ion.
Document each stage of  the event  process with detai led updates and reports .
Inter face and cul tural  broker ,  l ia is ing between internat ional  c l ient  and local
event  teams,  ensur ing smooth communicat ion and coordinat ion.



A D D I T I O N A L

E X P E R I E N C E London Capita l  Club,  Market ing & Events Internship

MKM for  El i te  Services,  Project  Special is t  -  Adham Nabuls i  Concert

Red Bul l  Qatar ,  Brand Market ing and Events Assistant

S K I L L S

E D U C A T I O N

Event  market ing
Innovat ive solut ions to chal lenges
Flexible & adaptable 

Proact ively  takes in i t iat ive 
Strong communicat ion
Content  development

Terbel l  Event  Management Diploma 2015 -  London,  UK

Responsible for  local  and internat ional  media and associat ion partners .
Manage the Hosted Buyers Programme from the planning stages to the l ive
event  using the B2B matchmaking plat form.
Coordinate digi ta l  and pr int  designs,  ensur ing branding speci f icat ions are met .
Manage,  t rack,  and execute partnership del iverables.
Prepare market ing plans,  proposals ,  and reports .
Support  the operat ions dur ing the bui ld-up and breakdown.
Exhibi tor  management to coordinate operat ional  and product ion requirements .

N E X T F A I R S  -  E X H I B I T I O N  C O O R D I N A T O R

Build Your House Exhibit ion 2021 & Qatar  Travel  Mart  Exhibit ion 2021

Manage events ,  including,  VCU-Q and WCM-Q graduat ion ceremonies,  medical
conferences,  sport  events ,  brand act ivat ions,  and product  launches.
Develop creat ive,  technical ,  and commercial  proposals .
L ia ise with venues and suppl iers  according to the scope of  work.
Ensure del iverables are met  within the deadl ine and budget .
Communicate updates and progress with the cl ient ,  and develop reports .
Supervise the event  bui ld-up and coordinate requirements with suppl iers  and
the venue.
Manage the team of  event  ushers and al locate posi t ions and roles .
Manage the run of  show and back of  house coordinat ion dur ing l ive events .
HBKU Event  Consultant  June -  July  2022

W M P  C R E A T I V E  -  E V E N T  C O O R D I N A T O R  2 0 2 2


