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My roles and responsibilities 
At the 80’s and 90’s event My Roles and responsibilities including operations and marketing. For the operations side my role including planning, organising and overseeing the supervision of the running of the event from pre planning and on the event set up and event. Ensuring everything was running effectively and professionally throughout. This also included coordinating the logistics, managing the roles of the team on the event day, with overseeing the event timeline of how the event will run according to the schedule made. I also handed any issues that took arose pre and during the event. During the event I stayed Calm, professional and quickly solved a problem, managing a positive experience for all attendees. Throughout the process, I maintained weekly and daily when the event was days away communication with Jordan the venue owner of The Bunkhouse. Although communication wasn’t always best back, I remind calm and positive to not over work myself during the event process. For the Marketing role I created and managed our events Instagram page, using it to promote the event and engage with attendees who were attending. Responding to any comments or answering questions. I also set up the ticketing on the ticket website Eventbrite, I also was responsible for promoting the bands who were performing and announcing timings of the event, keeping all attendees up to date with key information. 
Pre event process 
What went well?
During the process of the event, I was very stressed at times, I had great support from Jazz. Jazz and I worked well together, I was posting every week to engage with attendees and on the run up to the event I was posting daily. I was very organised in ensuring tasks which needed to be completed were met in advance or on the day of completing.

Challenges faced?
Lack of response from Jordan was an issue I struggled with; I often would message him and must re send a message twice or not get a response back for 3 days or more. He often would not answer a question I had asked meaning uncertain if we could go ahead with an idea. Another challenged faced was lack of ticket sales days before the event with only 20 tickets sold 3 days before and the Eventbrite link ending a day before the event. However, this was fixed I made an announcement via the Instagram page explaining that tickets could be purchases via the bunkhouse website or on the door, we ended up selling 77 tickets all together which was way more than expected.

Event day 
What went well?
77 attendees turned up which way more than we expected as only 42 tickets were sold by the morning of the event. We sold tickets on the door which was a great way as it increased the event attendance with the attracting of individuals walking past the venue and those who were unsure, they could commit to attending in advance. From this it also provides additional revenue sales (Bowdin 2012). 
Challenges faced 
On the set-up of the event Jordan who I had communicated with throughout the event process, wasn’t there for the event due to other work commitments, however Ben was in charge he was up to date with all aspects of the event and was extremely willing and helpful with any questions I asked. 
Timeline 
The image shows my Gantt chart which I followed to keep me on the right track of tasks which were needed to be done and the week of completing. A Gantt chart is a visual project management tool a great tool that maps out a project task with a timeline (APM 2025). 


Post event survey evaluation 
The running of the event and overall, the event was extremely successful than expected, A survey was made through Google Forms for feedback from all attendees. Google Forms was chosen as it is effective tool for collecting and organising information quickly and efficiently. It is a great way for data for events, surveys and projects (Google 2025). The slides shown give a real insight to what all attendees thought. 
. 85% rated the event as excellent 
. An average rating of 4.76 out of 5 stars of the organization of the event 
. 95% said the ticket price provided was a good value 
From all survey responses shown this indicates the event ran smoothly and what was expected was delivered at an excellent standard. 

How well we worked as a team? 
In planning an event, Teamwork is a key essential role needed for everyone involved in the process of the event. Teamwork gives success, skills to manage logistics, meet tight deadlines (Jenkins 2021). Overall, I felt during the event process that only Jazz and I were consistent within the event process with clear effective communication throughout. We also did use a EMOK framework which is shown on the slide. AN EMBOK known as Event Management Body of Knowledge is a framework of a three-dimensional model defining essential knowledge skills and the processes which are required to create, manage and deliver events (Bowdin et al. 2006). 

Changes I would think about doing differently for future events?
I would plan my time better with arranging more meetings face to face with Jordan at the bunkhouse including setting up the day before the event instead of on the day. I would market the social media better by including interviews with the band performers, videos explaining about the full schedule of the event, explain what free drink would be offered for all attendees attending. 
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