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Personal Qualifications and Skills Audit


 Personal Skills
· Adaptability and resilience
 As a single mother from a young age, managing four children, grandchildren, work, and study, I have developed strong adaptability and emotional resilience. I perform well under pressure and adjust easily to change.
· Empathy and communication
 I'm a kind, empathetic, and a good listener. These qualities support positive relationships and effective communication in both personal and professional settings. (Goleman, D. 1995)
· Motivation in fast-paced environments
 I thrive when busy and enjoy fast-paced, people-focused environments, which helps me remain productive and engaged.
· Person-centered approach – I take a person-centered approach, recognizing each Involving customers in planning and delivery ensures services are tailored to their preferences and enhances satisfaction and engagement. 
individual as unique and valuing their needs, preferences, and experiences rather than viewing them as a condition or role (Santana et al., 2017).
· Problem-solving – Ability to analyze situations, identify issues, and apply logical solutions. Problem‑solving involves understanding the root of a problem, generating potential solutions, and deciding on the best course of action to resolve it effectively, which is a key skill in event management and professional settings (Event Management HM‑402, 2025).
· Adaptability – Willingness to learn new skills and adjust to changing environments.
· Self-motivation – Taking initiative and responsibility for personal development and performance.



Professional Skills
· Customer-facing skills
 I enjoy customer-facing roles and am confident interacting with a wide range of people, using empathy and communication to provide positive experiences. This I've developed over time from making mistakes and using them as opportunities. Learning from mistakes can enhance confidence and resilience, as individuals who view challenges as opportunities for growth are more likely to persist and improve (Dweck, 2006).
· I am highly motivated in fast-paced environments and particularly enjoy live events, where energy, teamwork, and quick thinking are required. Holmes and Smith explain that volunteer programmed within tourism and event environments require careful design, planning, motivation, selection, training and development to ensure volunteers contribute effectively and gain meaningful experiences (Holmes & Smith, 2009).
· Time management (developing)
 Balancing multiple responsibilities has strengthened my ability to prioritize tasks, and my time-management skills have also improved over time. Time management is a critical skill in both event management and professional settings, enabling individuals to priorities tasks, meet deadlines, and coordinate complex activities efficiently (Williams and Reid, 2011; Quick, 2025).
· With a strong work ethic, I am reliable, committed, and take responsibility seriously in all professional settings.
· Confidence and approachability – I feel confident approaching people and engaging with them. Through life and work experience, including learning from mistakes, I have developed stronger interpersonal skills over time.
· I always take pride in my appearance as I  always want to make a good impression In workplace and event-based settings, individuals who present themselves confidently and consistently are more likely to stand out and be remembered, as effective self-presentation plays a key role in professional impression management (Goffman, 1959).

 


Academic Skills and Qualifications
· Independent learning
 I manage my studies alongside family and work commitments, demonstrating self-discipline and motivation. (Cottrell, S. 2019)
· Academic writing and research
 I'm developing skills in researching academic sources and producing structured written work using Harvard referencing.
· Reflective learning
 I reflect on feedback and experiences to support continuous academic improvement. (Yorke, M. and Knight, P. 2006)
· Multitasking and organization (developing) – I am developing my ability to multitask while balancing study, work, and university commitments alongside personal responsibilities. Practicing assertiveness, including the ability to say no, helps individuals' priorities with their needs and responsibilities, although this process can initially evoke feelings of guilt, particularly within family relationships (Alberti & Emmons, 2017).
·  Teamwork – Through volunteering at Forest Live and working at live events, I have learned that effective teamwork is essential to ensure events run safely and smoothly. Working well with others allows tasks to be shared, problems to be resolved quickly, and positive experiences to be created for the public. Teamwork enhances the smooth running of tasks by allowing roles to be delegated, improving problem‑solving, and increasing collective productivity — all of which are essential in event environments where deadlines and complex logistics are common (StudycDocu, 2025).
· 
· Networking is important to me and has often paid off securing future work. Many sectors in the events industry overlap, so building relationships helps create opportunities. I actively maintain connections, act as my own “business card,” and have gained jobs through recommendations, direct contact, or referrals.
· Digital skills (developing) – While I am confident in face-to-face roles, I have found follow-up admin and digital tasks challenging, particularly with spelling and written communication. To improve, I have enrolled in basic IT courses through the council and Gower College, accessing online learning resources, and have attended courses on digital marketing. I am committed to developing these skills to match my confidence in personal interactions.
· Communication (developing) – I recognize that communication is one of the most important skills. While I am confident in face-to-face, voice note, or text communication, I still find emails and walkie-talkie use at festivals challenging. I am aware that this can make me appear less able, and I believe it may be linked to confidence. I am actively working to improve these skills.
· Time management and meeting deadlines – I have developed the ability to plan and manage my workload effectively, balancing study, work, and family commitments to meet deadlines.
· Report writing and presentations – I am improving my academic writing and PowerPoint presentation skills, producing structured and clear reports and presentations. (BBC Skills wise)
· Communication (developing) – I am confident in face-to-face, voice note, and text communication, and I am working on improving emails and walkie-talkie use. Recognizing this can affect how capable I am.
· Health and safety knowledge – I hold a Level 2 Food Hygiene certificate and will be completing Level 2 Manual Handling training.
· Digital skills (developing) – I am enrolling in basic computer training to build confidence with digital tasks and support administrative work.
· Teamwork – Ability to collaborate with others, respect diverse viewpoints, and contribute positively to group tasks.


Qualifications
· Level 4 Diploma in Counselling and Psychology, University of Wales Trinity Saint David (2020)
· Access to Counselling and Psychology (Higher Education Diploma), Level 3, Gower College Swansea (2019)
· BTEC Diploma in Photography, Gower College Swansea



Personal training needs analysis and skill gap analysis Part 2

Identifying skill gap
I have identified the following skill gaps that affect my confidence and ability to move forward:
· Spelling and written accuracy, linked to my dyslexia
· Non-verbal communication in online situations, such as replying to emails and completing job applications
· Basic digital and computer skills, including editing documents
· Confidence in pushing myself forward and applying for work online or non-verbal.
· Limited access to my own computer at present
Identifying training needs
 To improve these areas, I need the following training and support:
· Computer and digital skills training to build confidence and independence Swansea Council, 2025. Lifelong Learning — IT and Digital Literacy. [online] Swansea Council. Available at: https://www.swansea.gov.uk/article/14544/Lifelong-Learning---IT-and-Digital-Literacy [Accessed 8 Feb. 2026].
· Support for my dyslexia, including assistive technology such as spellcheck and accessibility tools such as (Grammarly (Free & Premium) and (Free & Premium)
· Practice with written online communication, including emails and application forms
· Regular guidance through skills training drop-in sessions on Wednesday.
· Have applied for digital learning grant to help purchase a computer





Develop placement development plan

 SMART Goal                                                                           
Computer Skills -       Complete 3 digital tasks per week (spreadsheets, organizing tools) using tutorials, Excel Easy (Free) and Google Sheets (Free) to build confidence and reduce errors. Timeframe 12 weeks, before this academic year ends.
Spelling & Networking-    email contacts i have previously made through placement and work regarding Futcher work opportunities or potently volunteering. using spellcheck, Read&Write (Software) aiming for fewer than 3 errors per email. Time frame 20 weeks
Organization & Volunteering - Plan and track weekly tasks, attend Swansea Arena House Party and other placement activities, and volunteer with peers on projects. timeframe12 weeks
Confidence & Networking-   continue to Meet touring bands and introduce myself, network online weekly, and share 1–2 support needs with mentor/supervisor to build confidence. Time frame 8 weeks
Learning & Perseverance -   | Reflect weekly on one task that didn’t go as planned, identify one improvement Reflective practice, including thinking back on tasks that did not go as planned and identifying lessons learned, is essential for personal and professional growth (Helyer, 2015; Smith et al., 2007). This will be applied to the next task. 12 weeks and take me to the end of term.

	



Placement aims and objectives
By implementing my development plan and addressing my identified skill gaps, I anticipate increased confidence in applying for work online, which should enhance my ability to secure professional opportunities. Improving my spelling, punctuation, and written communication will enable me to present myself more competently and professionally in digital interactions. Online communication skills remain essential to broaden my opportunities and improve my employability.
By identifying my skill gaps, I understand that my main challenges are spelling and written accuracy linked to dyslexia, non-verbal online communication, and applying for work online. These have affected my confidence and ability to move forward in a digital environment.
Rewarding oneself after meeting deadlines can enhance motivation and perseverance, as recognize progress and reflect on how far one has come supports self-efficacy and goal commitment (Bandura, 1997). 
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	Placement development plan
This section will include placement Aimes, planned placements, measurable learning outcomes and clear understanding of practical theory
	
	

	
	
	

	
	
	

	
	
	


Between the trees volunteer
August 2025 at Between the Trees festival , I volunteered to work with the green team, During my placement, I applied principles of event project management, including planning, stakeholder coordination, and team communication, as recommended by Els et al. (2016), which helped me organize tasks, support volunteers, and meet deadlines effectively. I invited me to return to manage the Echo Hub and support the green team volunteers. They have also suggested the possibility of an internship, which should benefit us both. This opportunity not only complements my degree but also provides a structured environment for further skills development, professional networking, and ongoing support over the coming year. Volunteering provides opportunities to develop transferable skills, gain practical experience, and enhance employability, while also contributing positively to the community and organizational objectives (Haski-Leventhal, 2009).
Swansea arena placement hours
During my placement at Swansea Arena working towards the live event House Party, I applied Kolb’s Experiential Learning Theory using the TEA framework: Task – assisting with event setup, artist liaison, health and safety, and leafleting to promote the event; Effect – learning the importance of organization, communication, teamwork, and audience engagement; Action – applying these skills to improve coordination and promotion for future live events (Kolb, 1984).












[image: ]Ant music Uk tour 2025 Professional Experience – Adam Ant Tour (Dunworth, 2024)
Adam and tour paid work
October 2025 I was asked to work as dressing room coordinator on the Adam Ant, Ant Music UK leg of the  tour (Dunworth, 2024) ,I was recommended for the roll from another professional from another tour who I had worked with previously, they wanted someone professional ,discreet and hardworking and that will work hard and get on with everyone. I was responsible for managing backstage facilities, including dressing rooms, green rooms, production, and crew spaces, ensuring all needs were met regarding access, amenities, and safety. Participating in a live event tour highlights the importance of preparation, teamwork, and audience engagement in delivering memorable experiences (Bowdin et al., 2011). I coordinated catering, monitored dietary requirements, maintained stock and expenditure records, and managed essential equipment. Additionally, I undertake supplementary responsibilities such as merchandise sales, tour management tasks, hotel check-ins, costume assistance, and social media support, demonstrating adaptability and initiative. Notable tasks included coordinating a birthday celebration for Adam Ant and identifying promotional photo opportunities. These videos and photos wear used to promote the bands social media. This role strengthened my skills in organization, time management, communication, teamwork, and operational planning in a fast-paced, professional environment and has secured more contacts and skills for potential future work in the industry. (Education Academy. Quick, L. 2025)

Tour catering and artist liaison and paid work
During my work in event catering, I had to adapt quickly to unexpected challenges such as bad weather, demonstrating resilience and problem-solving skills. This aligns with Shone & Parry (2010), who emphasize the importance of flexibility, contingency planning, and resilience for successful event management., I worked in event catering and as an Artist Liaison, gaining hands-on experience in delivering professional events. In catering, I assisted with preparing, serving, and managing food and beverages for festivals, corporate events, and private functions, ensuring health and safety standards and excellent customer service.

[image: ]
Working as Artist Liaison for a show featuring Toyah Willcox and her band required detailed coordination of schedules, rider management, and discreet artist movements. Applying Maslow’s Hierarchy of Needs helped me consider the safety, belonging, and esteem of performers, staff, and attendees, ensuring a positive experience for everyone (Maslow 1943). During my other placement involving high-profile guests, I managed and coordinated security, ensured health and safety, and facilitated prompt arrivals and departures. This role requires organization, professionalism, and quick problem-solving. Successful event management relies on careful coordination of performers and stakeholders, as highlighted by Allen et al. (2005).
Placement hours
Since starting my course in September 2025, I have gained a total of 1,016 hours in the live events industry through placement, volunteering, and work experience. These do not include summer work or any hours from last year.
Hours Calculation
1. Swansea Arena Tuesdays placement hours: 40 hours
2. Adam Ant Tour: 30 shows × 16 hours = 480 hours
3. House Party f
4. leafleting: 4 hours (estimate)
5. Merchandise – Wild Hearts: 12 hours
6. Classic Rock Show – Cardiff: 14 hours
7. Forest Live (Future): 3 weeks × 7 days/week × 16 hours/day = 3 × 7 × 16 = 336 hours
8. Between the Trees Festival: 5 days × 12 hours = 60 hours
9. House Party (Future): 2 days × 20 hours = 40 hours
10. Future You: 20 hours
11. TED Talks: 10 hours
 = 1016 hours 
References
Alberti, R.E. & Emmons, M.L., 2017. Your Perfect Right: Assertiveness and Equality in Your Life and Relationships (10th ed.). Impact Publishers.
Allen, J., O’Toole, W., McDonnell, I. & Harris, R., 2005. Festival and Special Event Management (3rd ed.). John Wiley & Sons, Milton, Qld.
Bowdin, G., Allen, J., O’Toole, W., Harris, R. & McDonnell, I., 2011. Events Management (3rd ed.). Routledge.
Cottrell, S., 2019. The Study Skills Handbook (5th edn.). London: Red Globe Press.
Dweck, C.S., 2006. Mindset: The New Psychology of Success. Random House.
Els, G., Reed, I., Mawer, V. & Pielichaty, H., 2016. Events Project Management. Routledge, London. Available at: https://www.routledge.com/Events-Project-Management/Els-Reed-Mawer-Pielichaty/p/book/9781138832664 [Accessed 8 Feb. 2026].
Event Management HM‑402, 2025. Event Management. [online] Available at: https://uou.ac.in/sites/default/files/slm/HM-402.pdf [Accessed 2026].
Goffman, E., 1959. The Presentation of Self in Everyday Life. Anchor Books.
Goleman, D., 1995. Emotional Intelligence. New York: Bantam Books.
Haski-Leventhal, D., 2009. Volunteering: A Social and Organizational Perspective. Bingley: Emerald Group Publishing.
Holmes, K. & Smith, K., 2009. Managing Volunteers in Tourism: Attractions, Destinations, and Events. Butterworth-Heinemann, Oxford.
Kolb, D.A., 1984. Experiential Learning: Experience as the Source of Learning and Development. Prentice-Hall, Englewood Cliffs, NJ.
Li, N., Yan, J. & Jin, M., 2007. How does organizational trust benefit work performance? Frontiers of Business Research in China, 1, pp.622–6 Maslow, A.H., 1943. A Theory of Human Motivation. Psychological Review, 50(4), pp.370–396.
Quick, L., 2025. Managing Events: Real Challenges, Real Outcomes (2nd edn.). London: SAGE Publications Ltd.
Santana, M.J., Manalili, K., Jolley, R.J., Zelinsky, S., Quan, H. & Lu, M., 2017. How to practice person‑centred care: A conceptual framework. Health Expectations, 21(2), pp.429–440. Available at: https://pmc.ncbi.nlm.nih.gov/articles/PMC5867327/ [Accessed 7 Feb. 2026].
Shone, A. & Parry, B., 2010. Successful Event Management: A Practical Handbook (3rd ed.). Cengage Learning, Andover, Hampshire.
Yorke, M. & Knight, P., 2006. Embedding Employability into the Curriculum. York: Higher Education Academy.
Web Sources
BBC, n.d. Skillswise. Available at: https://www.bbc.co.uk/teach/skillswise [Accessed 2026].
NME, 2025. Adam Ant Reschedules ‘Antmusic’ UK Tour to 2025 and Adds Extra Dates. Available at: https://www.nme.com/news/music/adam-ant-reschedules-antmusic-uk-tour-to-2025-and-adds-extra-dates-3818686?utm_source=chatgpt.com [Accessed 2026].
Swansea Council, 2026. Lifelong Learning – IT and Digital Literacy. Available at: https://www.swansea.gov.uk/article/14544/Lifelong-Learning---IT-and-Digital-Literacy?utm_source=chatgpt.com [Accessed 2026].




image1.jpeg




image2.jpg




image3.jpg




