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Signed evidence of 200 placement hours
Here shows the placement log I created on a spreadsheet to show the months, dates and times of all my hours logged throughout placement. These hours include event planner (admin) shifts, event set up, private events and matchdays.
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Here shows the shifts on my Compass work app documenting all hours worked.
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Records of placements learning and development in terms of professional, personal and applied academic learning
Here shows my written learning throughout my placement as an events planner at Swansea.com Stadium.
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During my placement, i developed specialist industry skills through the use and training of Delphi and the Amadeus software. These software's as internationally used within the hospitality industry. Delphi was used to manage all the event enquiries, private information for clients, booking details and banqueting event orders (BEO’S). Through learning and using the system, i gained insightful knowledge in creating and updating events bookings and information as well as tracking clients with payment details, requirements and ensuring information was communicated via email accurately to the operational teams, finance and catering. This enhanced my organisational skills, attention to detail and understanding of event management processes.
I also gained an understanding in the software Amadeus hospitality management system. This supports venue management, reservations and operational planning within the events sector. Using this software improved my digital competency and provided myself with knowledge for life. I also gained an insight into how technology is used to coordinate resources, manage customer information and support the efficiency of event delivery across all departments. 
The use of both systems strengthened my understanding of industry-standard event management technology and demonstrated the importance of data management in delivering successful events and maintaining high levels of customer service. 
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Principality
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Operational and professional skills
Initially, through the placement at Swansea.com stadium, I improved my organisational skills through coordinating multiple bookings, event and client requests. This then developed my professionalism when communicating with clients, suppliers and internal stakeholders. This drove the importance of accuracy and attention to detail within my work and increased my confidence in working independently while also contributing to daily team meetings and the companies' objectives. 
My operational skills were developed through understanding the operational and financial aspects of overall event planning. Through this, I developed an understanding of how different departments work cohesively and contribute to the success of event delivery. 
Through consistently learning at university alongside my placement, this improved my knowledge of event management, stakeholder management and operations within a professional and academic setting. 
Communication skills
Through communicating professionally with clients through making phone calls, emails and conducting venue tours, this improved my communication skills significantly. I assisted in communicating event requirements and requests across multiple teams including finance, catering and operations. 
My confidence was improved through presenting event information to guests during tours and my written communication was improved significantly through creating booking forms and banqueting event orders.
Teamwork skills
My teamwork skills were improved through working collaboratively with the events team, operations and set-up staff to ensure the delivery of successful events throughout Christmas. Moreover, I supported cross-departmental coordination during large events and busy periods such as Christmas. Through assisting colleagues in managing multiple events, I also gained an understanding of the importance of teamwork in achieving events objectives.
Task management
My task management skills were developed while managing administrative tasks while meeting strict deadlines withing the Christmas period. Strict deadlines were met through prioritising workloads during peak periods with high volume of bookings. An example of this is creating a calander with the prioritised events to ensure that deadlines were met in time for the events successfulness. 
Problem solving, initiative and creativity
My problem-solving skills were developed through responding effectively and quickly to last-minute event changes and requests from clients. I assisted in developing schedule changes for Christmas events and finding solutions for clients who had difficulty finding partnerships and booking additional decorations for their events. 
I demonstrated initiative through proactivity and supporting the events team during the Christmas period. Through adapting quickly to changes in events requirements, this improved these skills and helped my understanding in operational demand. My creativity was often used to improve the event planning and execution to improve the overall guest's experience.
Guest service and industry skills
My guest service skills were utilized through conducting venue tours to prospective clients. This was successful as I ensured all information per lounge was known and I ensured that all ideas that the clients had were executed ready for their personalised events. Through assisting in ensuring guests received a high-quality experience, I gained knowledge of hospitality operations, event delivery and customer service standards.
Specialist skills relating to events, marketing and management
A specialist skill that I gained was assisting with event planning from the initial enquiry through to the event delivery and execution to the post event evaluation. This developed my understanding of events significantly through managing bookings, event orders and client's information. 
I developed knowledge of financial planning and budgeting through collaborating with the financial department. This gained my understanding of stakeholder management and coordinating suppliers and partnerships internally and externally for event.
I developed my understanding of venue promotional and marketing and learned how operational decisions impact the customer experience and satisfaction, event success and organisational performance.
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