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Review of the Project and Recommendations 

Personal Goals and Objectives 
In the initial stages of event planning, Lock and Latham's Goal setting theory was applied to establish clear and structured goals for the event. According to Locke setting ‘specific’ goals often resulted in higher performance results, compared to easy or vague targets. (Jurevicius, 2025). 
In addition to having event and team's goals, I set up some personal objectives before the event planning process began. One of my main goals was to become more confident in creating proposals and documents online. 
As my primary role focused on acquiring exhibitors and sponsors for the event, I was responsible for drafting documents to send over to businesses. This included negotiating with potential sponsors and regularly communicating with companies. 
This was the same process with exhibitors, some I had never met so their email was standard, although some exhibitors I had met through several networking events beforehand, so I ensured to personalise these so they would stand out. I found that when the emails were personalised and adapted the results were much better. 
Initially, I found this process nerve wracking, especially sending the first few emails. However, after the initial emails were sent my confidence grew.  I became a lot more confident in writing proposals and tailoring documents to different recipients, while communication in a professional tone. 
I initially made a generic draft to send out, but my confidence came from being able to adapt these emails and tailor them to want I wanted from each sponsor, or how I believed they would benefit from working with us. For example, for Castell Howell, a local wholesaler, I advised we wanted to use their products for all attendees' goody bags, and they would benefit from advertisement on the stage, and our social media. 
This was the same process with exhibitors, some I had never met so their email was standard, although some exhibitors I had met through several networking events beforehand, so I ensured to personalise these so they would stand out by snippets of conversations we had previous.  Tarian- Regional Cyber and Crime Units, is one example here. I originally met that as a careers fair in Newport many months earlier. 
During our conversation, I asked them what areas they travel to and what their aims are. They advised their aims are to educate students on the risks of cyber security, their target market fitted with our event, so I mentioned it to them back in summer and followed this up in emails when I invited them to the event, they accepted this offer. I found that when the emails were personalised the results were much better.
Another goal of mine was to improve project management and leadership skills. Near the start of the project, I found myself getting overwhelmed and stressed on occasion, particularly as the workload increased. I struggled to manage my workload effectively, when tasks became to build up and the timeline got shortened. 
The main challenge was managing multiple tasks efficiently and struggling with prioritising effectively as deadlines approached. 
Upon reflection, I recognised a key obstacle was the lack of clear and detailed planning and breaking down the tasks into manageable steps. Without a structured timeline or method to track my progress, the tasks began to pile up and this added to my stress. 
 However, the closer we got to the event I found myself adapting and becoming more organised and felt I was prioritising tasks better which helped me stay on track. 
It was the day of the conference where I felt I thrived under pressure. I found myself naturally stepping into a leadership role. I was confident on stage, and thoroughly enjoyed it, I directed others clearly with confidence and was able to respond well to last minute changes.  For example, I took charge when the videos needed to be stopped and adjusted the presentation and free styled off script when needed to ensure the event stayed within the time frame. 
This contrast between the start and end of the project has made me aware of my strengths and weaknesses. I need to work more on planning and time management in future projects, but public speaking it something I’m happy and confident to do. 
One of my event highlights was when I was able to stand on stage and share my university story so far. Originally, I was going to prerecord this and play it with pictures and videos, but I choose to push myself and deliver it live, and I was successful in this, and I felt such a strong sense of achievement afterwards. 
A, Christian (2022) argues that digital literacy is now an essential expectation in the modern workplace, and individuals who fail to continually develop their digital competencies are at risk of falling behind in the workplace. Digital skills need to be updated keep up with the advances in technology.
 Due to this, the final personal objective set at the beginning of the project was to improve confidence in using technology and digital tools. This included working with editing software and creating documents.  Throughout the process I became comfortable with the task of editing speaker videos and using collaborate tools. 
I initially found some platforms unfamiliar, but constant use of the digital platforms and video drafts helped me develop my understanding of the features. These videos contributed to the success of the conference and the new skills learned will be valuable in both my academic and professional contexts moving forward. 
The team set a clear objective to attract 600 attendees at the event, approximately 50 exhibitors for the event.  In line with Locke and Latham's Goal Setting Theory, these targets were specific and measurable. This contributed to the team's successful delivery of both goals (Jurevicius, 2025). 
As part of my contribution, I personally contacted 35 exhibitors for the event and secured, interview and edited video contact from seven of the guest's speakers. 
Notably, two of the guest's speakers, Danny Waine, CEO Institute of Travel and Tourism and Andrew Campbell MBE both provided pieces of positive and encouraging feedback, both post event and during the interviews, which reflected the events positive impact. 

One of my main goals for the event was too secure influential guest speakers. I believe we exceeded expectations with the guest speakers. The initial plan was to reach out to speakers that had taken part in previous events. However, with some recommendations from our course tutor and from being proactive at networking at events, we were able to go above and beyond and secure some incredible guest speakers. 
We have multiple in person speakers and my team members, and I were also able to prerecord interviews with several speakers beforehand to show this via video during the presentation in the event. In future events, I will continue to attend networking sessions and exploring new opportunities to meet connect with potential new speakers to ensure a fresh and engaging lineup. 
Post event evaluation and feedback is vital to measuring the success of the event against the goals and objectives. According to research by Event MB, although many event planners understand the importance of post event surveys, only 43% of event planners utilise these effectively. This highlights the gap between intention and implementation in the industry (F, Shaikh, 2024). 
Due to this research, one objective for the event was to obtain feedback from attendees with QR codes. Before the event, the exhibition team prepared a treasure hunt where participants, scanned a QR code, the final question of this was asking for feedback. 
Unfortunately, only a very small number of guests completed the feedback form. This was a learning point for us, and in future events, I would find a way to incorporate feedback better. I think it needs to be more direct and engaging. 
 Possibly mentioning this in the conference or doing interactive live questions.  Also, I believe it would be beneficial to send out a follow up email post event with a link to a feedback form. 
Identify areas for improvement 
During the initial stages of event planning, we underestimated how complex planning an event of this size would be. This then resulted in some rushed decision making and complications later in the planning process.  
Some components of the event planning processes that took considerably longer were securing sponsorships due to the back-and-forth conversations needed. We were contacting exhibitor's and companies late December, and it appeared that many organisations went on Christmas break and emails then got lost in the Post Christmas catch up, which resulted in us having to chase up exhibitors.  
For future events, it would be beneficial to implement project management methods or tools to manage deadlines and assist with the overall project management. One tool is a Gantt Chart, is a simple visual planning method that outlines tasks and timelines, making it easier to monitor with internal deadlines, timings for an event to stay on schedule and to monitor progress (Geraldi, 2012). 

Project limitations- Challenged and constraints 
While planning this event, the team and I encountered several key challenges, particularly regarding the limited resources. We were a very small team of 6 key organisers and on occasion it was difficult to manage all aspects of the event effectively. 
 Another limitation we faced was the tight budget. Although we were secured £200 sponsorship to get some items for goody bags, the price of products available significantly limited our options.  To enable us to get an appropriate number of products for the goody bags, the cheaper products had to be purchased, rather that the locally sourced Welsh products I had initially envisioned. 
This was something I personally found disappointing as I wanted to showcase regional businesses and this is what was initially discussed with the sponsor, due to prices the sponsors then agreed we could purchase any products we wanted. 
While I don't believe it negatively affected guests, as they still received well-presented goody bags, I do feel the opportunity was missed to fully deliver my original idea. Despite this, the challenge enabled me to adapt my expectations and find creative ways to make the most of what resources were available, while ensuring the guest experience was not negatively affected. 
Additionally, we received a small amount of funding from the university to cover the costs of hiring Disney mascots for the day and to buy some props for the event. 
Although this helped with the events appearance, having a bigger budget would have enable us to buy more props to enhance the customer experience. 
To mitigate the impact of the budget limitation, I focused on maximising the free or low-cost resources where possible. For example, the exhibitor's had their stands for free but were asked to bring merchandise or giveaways to share with attendees. 
Getz (1993) argues that while events may not require extensive capital investment, their success hinges on local enthusiasm and voluntary contributions (Quinn, 2013). 
In our event, volunteers played a crucial part in keeping the costs down and helping the running of the day. Volunteers assisted in the car parks with the university buses, handed out the goody bags and they also helped with the mascots. 
It’s believed volunteers gain benefits such as learning opportunities to enhance personal skills and broaden their network when taking part in events. This was evident in our event as it offered ample job and networking opportunities (Quinn, 2013). 
With the small donation we had we were able to get two ‘dry hire’ mascot outfit for a few hours in the event. Our volunteers helped by getting in these costumes for the day. Guests took photos with the mascots and danced with them in the exhibition hall. If we did not have these volunteers to help the cost of the mascots would have been double the price and we would have had them for a limited time.
For future events I will concentrate on securing more funding beforehand, as a larger budget would allow more flexibility. 
Another limitation we faced was relating to the venue restrictions. Although the venue had great space that comfortably held all our exhibitors and attendees, we faced challenges with stage access.
 Unfortunately, was that we weren’t able to conduct a full run through of our presentation until late the night before the event. The reason was due to the fact the stage was still under construction the evening prior to the event. 
When we finally had the opportunity to run through of the presentation, we experienced technical difficulties. This resulted in us having to edit videos and presentation slides extremely late the night before the event. 
If we had earlier access to the stage and arena it would have given us more time to run through the presentations and scripts with the arenas sound and technology team. 
However, the arena’s staff were incredibly helpful and supportive. They provided technology advice and allowed us into the stage area a couple of hours before the attendees on the day of the event. Being given this extra time to rehearse ensured the presentation ran smoothly.  
These issues brought about a vital lesson that it's crucial to have the presentation finished and tested at least a week before hand and if possible, trial it in advance. Not only that but having an extra copy on a separate memory stick would stop the risk of work disappearing by having a backup it would be a quick solution if technical problems arise. 
Conflicts and disagreements
In the initial stages of the event the communication with team members was via discussions after class. Around December time the main form of communication was a group chat on ‘What's App’
It’s during this stage that several disagreements took place, the team dynamic was affected massively, and team morale was negatively affected. Due to this we found people were working in their own smaller groups which reduced transparency throughout the whole team. On occasions we struggled to agree on things and decision making was slow. 
We quickly realised these issues were affecting the event, we decided to hold a team meeting after the Christmas break. At the team meeting online we agreed to have regular in person meetings or video meetings going forward, and introduced a shared live spreadsheet, so all team members could add updates and everyone could track changes. 
For future projects, it's clear it is vital to have clear communication channels from the outset, this would cause less conflict. Regular meetings should also be put in place. These could be scheduled in advance, so all team members are aware beforehand. 
Exhibitor Communication 
We had an incredible number of valuable exhibitors at our event, and we were proud to achieve the highest number of exhibitors for that event in Wales. This was a major success for us, and a testament to the efforts made. 
However, our lack of organisation in maintaining communication with exhibitors let us down as there were several instances where a lack of follow up contact from the exhibition team results in cancellations and some missed opportunities. 
After some cancellations come in, we went through our spreadsheets and ensured every exhibitor had a follow up email with all event information and an opportunity for them to make any requests. 
This has been a learning experience and in future external communication such as communication with stakeholders and exhibitors will be managed proactively. 
It would be useful to ensure specific follow up responsibilities are handed out to certain team members, and reminders can be set to assist with this. 


Conclusion 
In conclusion, the event provided a valuable learning experience. It allowed me to not only apply theory to a live event project, but to also gain practical skills. It was an overall success by achieving the objective set-in place to attract 600 attendees, and near 50 exhibitors. 
The process enabled me to gain hands on experience in public speaking, leadership, project management and I had the opportunity to liaise with several businesses and partners over the months. 
Although the event was a success, there were challenges and limitations throughout such as issues with time management and budget restraints. I now recognise the importance of clear planning and internal deadlines. 
This project has reinforced my interest and passion in the event management and the travel and tourism industry. I have had valuable insights into where my strengths lie, in terms of public speaking and decision making while under pressure. I am also aware of the areas that need improvements, particularly in planning and prioritising tasks. As I move forward with future events, I will apply these lessons to enhance my effectiveness in upcoming projects. 
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