Script.
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· Managed singer schedules, rehearsal times, and performance order
· Communicated event expectations, timings, and updates to performers
· Regarded technical arrangements- e.g. microphones, sound checks an hour prior event, and stage requirements
· Ensured singer arrived on time and was fully prepared for setlist
· Assisted with song selection of the setlist and performance planning where required
· Resolved last-minute issues involving performance timings- e.g. running overtime of the given timetable and running overtime to welcome speech/raffle
· Maintained professional communication with performers and organisers, including respectfully declining unsuitable band applications and managing performer expectations professionally
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This overwhelmingly positive feedback suggests that this successfully fulfilled responsibilities such as selecting appropriate performers, organising performance schedules, managing communication with our artist, and ensuring that performances aligned with audience expectations and the atmosphere of the event, as during the planning I had to turn down bands that didn’t align with our event theme.
Furthermore, the high ratings indicate that effective coordination and planning helped create an engaging entertainment experience, which is essential in enhancing customer satisfaction and event quality. The results also reflect the importance of strong organisational and interpersonal skills within the singer coordinator role, as maintaining performer professionalism, timing, and audience engagement directly influenced the positive perception of the music entertainment provided at the event.
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· Coordinated waste management solutions, including recycling and responsible disposal systems- e.g. bin systems around the Dylan Thomas Centre
· Helped ensure the venue complied with environmental and sustainability guidelines as;

Council Commitment: The centre is “managed by Swansea Council, which is working toward making Swansea a net zero city by 2050 through its Resilient Swansea initiative” (Agenda21culture.net, 2016). This includes reducing carbon footprints across council-operated buildings.
Energy and Sustainability: The building is part of a larger, older, and historic building stock in Swansea that is subject to ongoing efforts to enhance sustainability.
Academic Collaboration: “The University of Wales holds a lease for a significant portion of the Dylan Thomas Centre” (University of Wales Trinity Saint David, 2024). The university is actively involved in reducing waste, increasing recycling, and investing in renewable energy projects (such as solar PV) elsewhere in their estate.

· Implemented environmentally sustainable practices throughout the planning and delivery of the event-
E.G.  encouraged second-hand clothing advice to attendees, the usage of paper napkins and cutlery throughout our Canapé service, ensured food waste management was maintained when giving catering the exact number of attendees for catering, promoted and marketed on our social media sustainable travel to the DTC, re-used LED lighting for the ball, and will be re-using our decor used for the ball for any future events.
* Organised our after-party at Peppermint for the right environmental purpose of sustainable travel within foot-reach from the DTC
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Leadership
· Managed event timelines and priorities
· Supported problem-solving under pressure
· Maintained clear stakeholder communication
· Ensured accountability and follow-through
· Motivated the team during busy periods
· Identified and resolved risks quickly
· Assisted with operational decision-making
Teamwork
· Supported colleagues to meet shared goals
· Communicated clearly in group settings
· Contributed positively to team discussions
· Built strong working relationships
· Shared responsibilities to support delivery
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Coordinator: When I organised the singer’s schedule, communicated with key people, and ensured everything ran smoothly. This reflects the coordinator role, which focuses on bringing people together, clarifying objectives, and keeping the team aligned.
Implementer: Helping turn plans into action by making sure the singer’s requirements were properly delivered on the day. I ensured practical arrangements were in place, including considering environmental impacts by supporting more sustainable choices where possible during planning and delivery.
Team worker: Supported positive relationships between the singer and my team, helping everyone works effectively together. I showed awareness of environmental responsibility by encouraging cooperation around more sustainable practices.
Completer-Finisher: I focused on detail, such as timing, readiness, and performance preparation, making sure nothing was missed. This also included checking that arrangements were efficient and mindful of environmental impacts, helping reduce unnecessary waste or resource use.
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· Going overtime for the raffle and welcome speech from the given time schedule set for singer/the event.
· Our playlist wasn’t played long enough than what was planned.
· Confusion about the management of the raffle.
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· How important clear communication and regular updates when coordinating is.
· Understood how preparation beforehand can reduce stress and prevent problems on the day.

Slide 38-
Next time, have clearer backup plans for key roles instead of ‘going with the flow’ approach on the day to help reduce stress overall.
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