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One of my key responsibilities was marketing. This included designing a logo for our event, creating an event page to post on a social media platform such as Instagram. I was responsible for deigning posters, flyers and creating social media content. I was responsible for publishing promotional content that provided event information while engaging the target audience and generating interest in the event. This role was essential in supporting ticket sales, as each post was designed to reach a wider audience, engagement, and overall event visibility through the effective use of hashtags and tagged collaborations. In addition, I distributed posters and flyers in locations relevant to our target market, including universities and nearby student accommodation areas, to further promote the event (Crestodina, 2015), (Cretu, 2026a).
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These were the initial posts published on Instagram to introduce and promote the event. The first post provided potential attendees with a general overview of the event concept, while the second outlined key details such as the event date, location, and what guests could expect. The third post highlighted that the event was supporting Cancer Research UK and made it clear that we were sponsored by them, which helped strengthen the credibility of the event, attract potential future sponsors, and encourage ticket sales.
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The next slide showed a post about the event attire, as many future guests were unsure about what to wear. This post was created to help guests feel more confident when choosing their outfits and reduce any stress or confusion. The following post was a poster that was displayed around universities and student accommodation areas to help promote the event and increase ticket sales. It included more details about the event, as well as a QR code linked to our Eventbrite page so guests could easily purchase tickets.
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Slide provides an overview of our Instagram page, highlighting posts featuring team members, after-party information, attire guidance, promotional content, and post-event updates. Regular activity on Instagram not only helped increase ticket sales but also demonstrated reliability and professionalism as organisers by giving audiences clear insight into what the event included and what guests could expect.
Image alongside it features a flyer designed to be displayed in areas frequently used by students, such as tables and communal spaces, where it could attract attention without causing disruption. Flyer included a QR code linked to our Instagram page, allowing interested students to easily access further event details. Purpose of the flyer was to further promote the event and increase audience engagement.
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These videos, created by Eden, were designed to further promote the event and generate interest among potential guests, encouraging attendance on the day, retaining individuals who had already purchased tickets, and contributing to an overall increase in ticket sales.
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With further help from Eden on promotional strategies, it was decided to create two videos based on a popular TikTok trends commonly used to promote events. This approach was selected to enhance visibility and successfully reach a wider audience.
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One of my key responsibilities was securing sponsors for the raffle to help support donations to charity. This involved researching potential sponsors in the local area and contacting them by phone, email, and in person (Mrig, 2025). I also made sure approval was received from Cancer Research UK, who were happy to support us and provide decorations to help with the event setup. Arwen then helped arrange a partnership with Peppermint for the afterparty, and I made sure to stay in regular contact with them about booking details and event information, so they had all the necessary updates and understood our plans. A big part of getting sponsors was the formal letters and emails I created, which clearly explained who we were, what the event was for, and our aims. These were well received and made it easier for sponsors to get back in touch if they had any questions. I also collected the raffle prizes, and Arwen supported me by transporting them safely and keeping them stored securely so they were not damaged and were ready for the event.
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As seen on this slide, I confirmed details with the after-party venue Peppermint and communicated key information such as expected guest numbers, likely arrival times, and any requirements for the booking. This was also to help ensure the staff would be prepared. After the event, I also took responsibility for going to Peppermint to finalise the booking arrangements, ensuring guests were seated in the correct area and granted free entry. In addition, I helped ensure guests arrived safely at the after-party location (Peppermint Bar in Cardiff & Swansea, 2026). Another task was ensuring we had a reliable photographer for the event. I collaborated with the photographer by clearly communicating the time and location, as well as coordinating their involvement on the day. I also created an Instagram post to promote their work and showcase their photography skills. As they were not paid for their services, they were offered a free welcome drink, free entry, and food as part of the arrangement. There were no major issues in receiving the photos afterwards, aside from the time required for editing due to the large number of images taken (Instagram.com, 2026). I created a post-event feedback form to allow guests to share their thoughts and opinions about the event, helping us understand what went well and what could be improved. The main issue after publishing the survey was that only 13 responses were received; however, this still provided valuable insight into overall guest satisfaction and areas for development (Cretu, 2026b). This was one of the most stressful parts of the role, which was ensuring guests could purchase raffle tickets efficiently, and many raffle platforms required payment and had negative feedback from previous users. After conducting research and discussing options with my team, I decided to set up a contactless payment system using SumUp, allowing guests to purchase raffle tickets easily by card during the event (SumUp - a better way to get paid, 2026).
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Throughout the planning and delivery of the event, I developed both leadership and teamwork skills that contributed to its overall success. I communicated effectively to share updates, assisted with event setup, and proactively addressed guest queries in a prompt and efficient manner. I also led communication with sponsors, the charity, and collaborators, while contributing ideas to improve efficiency and strengthen overall event operations. In addition, I supported team members whenever needed, ensuring tasks were completed smoothly and collaboratively (and, 2025).
These experiences reflect elements of the Belbin Team Role Theory, particularly the roles of Team Worker, Implementer, and Completer-Finisher. As a Team Worker, I was supportive, cooperative, and adaptable, helping maintain strong collaboration within the team. In an Implementer role, I contributed by being practical, reliable, and focused on ensuring tasks were carried out efficiently. As a Completer-Finisher, I was thorough and conscientious, consistently aiming to refine work and maintain high standards. These skills together helped me be a great addition to the team (Belbin, 2025), (Channell, 2021).
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The event was very successful overall. Decorations were well aligned with the theme, and the venue. Staff and volunteers played an important role in maintaining a supportive and well-organised atmosphere, while entertainment and refreshments were also well received, with guests consistently praising the quality of service throughout the event.
What I personally did well was set up a contactless payment system to allow efficient raffle ticket purchases, improving accessibility for guests who may not have carried money.
Attendance exceeded expectations, with over 90% of guests expressing high levels of satisfaction in person during the event from start to finish. We also received comments of high levels of satisfaction through post-event feedback, indicating a positive overall experience.
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· A challenge faced during the event was an unstable internet connection during the raffle payment process, which caused delays in accepting transactions.
· Not having enough volunteers as the extra support would have been appreciated throughout the event.
· Another challenge was having to complete setup on the day of the event, which was time-consuming and resulted in us being less prepared at the start of the event.
· The event progressed very quickly, which made communication more challenging due to the noise levels and team members being required in different areas. Despite this, everyone worked hard to complete tasks and respond to what was needed throughout the event.
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· From this experience I have realised how much I need to improve my leadership skills as I wish I took on more responsibilities to help my team.
· Skills developed include the ability to work effectively under pressure, as well as gaining valuable experience in planning and organising an event from start to finish.
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What could we do differently is increase the number of volunteers available during the event.
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The post-event survey received positive feedback from guests, with 13 respondents rating the overall look and feel of the event highly across areas such as music, atmosphere, and aesthetics. Many guests also enjoyed the raffle, including the singer, the overall atmosphere, the charitable purpose of the event, the decorations, and the canapés. Additional positive feedback mentioned practical aspects such as accessible parking, availability of vegetarian options and water, and friendly service throughout. In terms of improvements, most responses indicated no issues, with only one suggestion noting that slightly dimmer lighting would have been preferred.
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Out of 13 responses, 12 guests rated the overall experience as excellent. And only one respondent indicated that the welcome drinks were poor. The service was highly rated by all participants, and every respondent stated that they would be willing to attend a similar event again. This demonstrates that we successfully planned and delivered the event to the best of our abilities, focusing on meeting guest expectations and ensuring a well-executed and enjoyable experience.








References
1. and (2025). Event leadership and teamwork: Building Effective Teams: The Key to Event Success - FasterCapital. [online] FasterCapital. Available at: https://fastercapital.com/content/Event-leadership-and-teamwork--Building-Effective-Teams--The-Key-to-Event-Success.html [Accessed 10 May 2026].
2. Belbin (2025). The nine Belbin team roles. [online] Belbin. Available at: https://www.belbin.com/about/belbin-team-roles [Accessed 10 May 2026].
3. Channell, M. (2021). Belbin’s Team Roles: How Can Team Roles Improve Performance In The Workplace? [online] TSW Training. Available at: https://www.tsw.co.uk/insights/belbins-team-roles/ [Accessed 10 May 2026].
4. Crestodina, A. (2015). How to Market an Event: 50 Event Marketing Tips. [online] Orbit Media Studios. Available at: https://www.orbitmedia.com/blog/how-to-market-an-event/ [Accessed 10 May 2026].
5. Cretu, K. (2026a). The Sovereign Masquerade (@thesovereignmasquerade) • Instagram photos and videos. [online] Instagram.com. Available at: https://www.instagram.com/thesovereignmasquerade?utm_source=ig_web_button_share_sheet&igsh=ZDNlZDc0MzIxNw== [Accessed 10 May 2026].
6. Cretu, K. (2026b). The Sovereign Masquerade Feedback Form. [online] Google Docs. Available at: https://docs.google.com/forms/d/1mcSbUGyHVG3gIHog7_qAadrl9weJSy3ciBX-6osRgrk/edit#responses [Accessed 10 May 2026].
7. Instagram.com. (2026). (@ireneandhercamera) • Instagram photos and videos. [online] Available at: https://www.instagram.com/ireneandhercamera?utm_source=ig_web_button_share_sheet&igsh=ZDNlZDc0MzIxNw== [Accessed 10 May 2026].
8. Mrig, A. (2025). How to Get Sponsors for an Event: Tips from Industry Pros. [online] Eventbrite All Access. Available at: https://www.eventbrite.com/blog/guide-to-event-sponsorship-ds00/?msockid=1f010ccee34e6a0027b41e58e2f56be7 [Accessed 10 May 2026].
9. Peppermint Bar in Cardiff & Swansea. (2026). Peppermint Bar. [online] Available at: https://peppermintbar.co.uk/cocktail-bar-swansea/ [Accessed 10 May 2026].
10. SumUp - a better way to get paid. (2026). SumUp - a better way to get paid. [online] Available at: https://www.sumup.com/en-gb/business-finances-simplified/?utm_content=391019869_1200667230171690_75041826222466&msclkid=a2f9a0daca9a1b03032bcada2a04aea4&utm_source=bing&utm_medium=cpc&utm_campaign=Bing-Search_GB_Brand_Prospecting_Self-serve_CR&utm_term=sumup [Accessed 10 May 2026].





	
	
	



image.jpg
+ 040 40 40 4o

N o=
gw Karina - Responsibilities

Marketing o T
Designing logo for event mesemn—.

46 4+ 0 40 40 4

 Creating an event page (0 post on e
e ey
insagram e
* Responsible for designing R (v &
-

posters/flyers/posts —
 Published content with descriptions = =
* Responsible for boosting
views/(increase ticket sales) (using
hashtags. tags)

* Distributing posters and flyers

o 4 0 4 0 4 0 4 0 4

B R E ST




image10.jpg
Post event survey RESULTS





imageb.jpg
Anw
wailability from volunteers and s last-minute schedule changes or
cancellations
s Limited time available for setup:
cking up decoration: I cstearrivediiy
[$catering team set up day before event aging payments while wai

S S=—= R IR
d%%%éhaﬂer\eges faced

4 e 4 0 4 0 4 0 4

Karina

n accepting

teers.
s Our playlist w

ulty during the ' than what was planne:

=

R

4040404 o0




image8.jpg
=

gy Partnership - Peppermis

© 4+ 0 4 0 40+ 0 4

Karina - Responsibilities

+ 040 40 40 4o

« Confirmed booking with our after-party venue, Peppermint and

ively communicated the booking arrangements.

« Ensuring guests arrived safely at the after-party venue (Peppermino.

Photographer

Arranged a photographer for the event.

« Collaborated with the photographer.

« Received professional photos taken by the
JUTIET

4+ 0 4 0 40 4 o0 4

SPEWerW

bar & kitchen

Your booking at Peppermint Swansea is coming
wp

|+
.
-
.
-
.
<

Post event survey e
+

« Created a survey to receive

feedback from guests.
« Published the survey
« Analysed feedback.

Contactl pa

* Set up a card pay
for raffle ticket purchases.





imagee.jpg
$E4E 485 48009

N
Twhat would we do differetly

* Have volunteers for raffle ticket selling instead of those running the event
=EVd
* A more collaborative approach from organisers will ensure

responsibilities are shared more effectively - Arwen
¢ Increase the number of volunteers available during the event. -Karina
* Next time, have clearer backup plans for key roles instead of ‘going with

+ e 40 40 40 4

the flow’ approach on the day to help reduce stress overall.-Eden

o 4 0 4 0 4 0 4 0 4

404 04 04 e \;é\é




imagea.jpg
0 40 4o b 4o

L
N whnt worked well

successful parts of the event
« The flow of service throughout the night and menu tailored to all diatery needs for guests - Arwen
 Strong communication between departments supported coordination - Eva

« The execution of the event was successful (decorations, music, hospitality, venue), with positive feedback from
guests - Karina
« Built a positive working relationship with the singer, ensuring all arrangements were handled efficiently and
contributing to a successful and enjoyable event experience.-Eden
what you personally did well
« scheduling, planning and execution for operations and catering and liasing with kitchen and bar staff - Arwen
o careful budgeting helped control overall event costs - Eva

+ e 4 0 4 0 4 o0 4

* Set up a contactless payment system for raffle purchases to make transactions more convenient for gu
« Adapted successfully fulfilled my role by coordinating closely with the singer and event team, ensuring all

performance preparations and timings were managed efficiently.-Eden
postitve outcomes
* More than expected attended with over 90% of attendees complimenting the event from start to
\&

LIRS I IR B I 2

+ 04 0 4 04 04




imagef.jpg
Post event survev RESULTS





image4.jpg
Social Media Content





imaged.jpg
S RN

10t everything goe
I flexibility and problem-solving skills are
h unexpected
s Balancing creativity with
toensUiSEy rgicticality and safety is essential |

+ e 40 40 40 4

Karina 1

I8 How important clea

Improve leadership skills. communication and regular updates|

i Working in a new

- ment. £} Understood how preparation

orehand can reduce stress and
event problems on the day

y
b
pr

R

40404040




imagec.jpg
N

C

Group work effectiveness
¢ Effective communication throughout the night
e Positive team collaboration

¢ Strenghts in leadership

¢ Good personal skills in regards to guests

¢ Adaptibility throughout the night in regards to challenges
* Managerial skills in taking responsibility

)

A

e 4+ 0 4 0 4 0 4 0 4

i

ek o o IR AR




image2.jpg
Social Media Content

b CANCER
~ RESEARCH





image7.jpg
g Karina - Responsibilities

e 4+ 04 040 4+ 0 4+

PR S B S R SR S

+ 6 4 0 4+ 0 4 0 4

Sponsorships

Researching potential sponsors

o Calling, emailing and visiting potential
sponsors, Cancer Research UK and
Peppermint.

e Creating formal letters

* Collecting raffle prizes
* Proceeds donated to the charity.

T

4+ e 4 0 4o 4o




image3.jpg
Social Media Content





image5.jpg




image6.jpg
Social Media Content





image9.jpg
i

L O I IS

Communicated effectively to share updats
Assisted in setting up.

* Proactively addressed guest queries promptly and
efficiently.

Led marketing and communication with sponsors,
charity, and collaborators.

« Contributed ideas to improve efficiency and

gl eadership or teamwork respon S

e 4+ 8 4

strengthen event operations.

« Offered support to team members whenever
necessary.

« 4+ 0 4+ 0 4

+ 0 4 0 4 0 4 0 4

‘Team worker (Belbin Role)

Supportive & cooperative helping team members
Perceptive
Flexible and adaptable
Implementer

Practical
Reliable
Efficient

Complete finisher
Thorough and conscientious
Comumitted to refining and improving work to a high standard

$o e b8 be b

i




