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Introduction and Event Theme 

‘Shine the Spotlight’ is a 1-day music event located at Tileyard Studios, Tileyard 

Road, London. The event will be centred around showcasing woman in the music 

industry, it will focus on music professionals and artists as well as lifting up the next 

generation. The event will make emphasis on lifting up under represented minorities 

such LGBTQ+ communities, people of colour and disabled people. Emphasis will be 

on making the event as accessible and open as possible. This will be paramount 

after the covid-19 pandemic that saw more events become more accessible due to 

certain changes within the industry (McGlynn, 2021). The event theme will centre 

around neon lights with a very obvious colour theme, this will draw influence from the 

name of ‘Shine the Spotlight’. The event entertainment will focus on panels, live 

podcast recordings, live music and networking events. 

 

The 5Ws 

The 5 W’s allow us to layout the main aspects of the event in order to ensure it is 

planned with the correct audience in mind. Doing this style planning also helps when 

coming up with a marketing plan for the event as it allows us to make marketing 

decisions based of the 5W’s, this ensures the event is marketed in the correct 

locations. 

• What. A 1 day networking event specialising in woman in music. 200-500 

capacity. 

• When. 7th August 2021 (10am-10pm) 
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• Why. To celebrate woman’s role in the music industry while lifting up the next 

generation aiming to work within the industry. 

• Where. Tileyard Studios, London. 

• Who. Aspiring female and non-binary creatives, artists and music industry 

professionals. 

Team Roles 

The event planning team comprises on five members. These are listed as follows: 

• Zoe Bastin – Creative Director (Author of this portfolio) 

• Emma Moore – Finance and licensing Manager 

• Kalina Batkova – Event and Site Manager 

• Jennifer Hukins – Marketing Manager 

• Grettel Killing – Research Coordinator  

As the creative director I was responsible for the overall event design as well as the 

programming for the event. My role began by creating an overall event plan with 

elements such as a visual mood board to help the rest of the team to see the overall 

vision for the event. 

The event and site manager was responsible for the site plan, map and overall event 

logistics. They were also responsible in ensuring that all legislation and health and 

safety protocols were followed, during the planning and execution of the event. 

The marketing manager was responsible for the creation of all marketing assets, 

event logos as well creating a marketing campaign in order to market the event. 

They were also responsible for creating a marketing timeline, social media channels 

and arrange any brand or sponsorship partnerships. 
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The research coordinator was in charge of research for the event to ensure a variety 

of professionals appeared on the event programme. Research was also required to 

ensure suitable brands and sponsorships were found for the event. The role was an 

important position for this event as we aimed to be as inclusive as possible. 

The Finance and Licensing manager was responsible for the overall budget of the 

event, as well as the ticketing protocols. They were also responsible in ensuring that 

all licensing applications were thoroughly researched and submitted prior to the 

event. 

Due to an extensive amount of work needed in order to ensure a successful event 

these roles may have to adapt to take on the ever-changing work load.    
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Meetings and Project Planning 

Several meetings were scheduled throughout the organisation of the event. All of 

these meetings took place on the video call software ZOOM as this allowed us to 

create a virtual meeting room. ZOOM rose to fame during the Covid-19 pandemic 

and has allowed it to become easier to organise and structure online meetings (Liu, 

2021). 

As well as group meetings, it was important to organise the project using certain 

project management software’s. First off, we decided to use the project management 

platform ‘Monday’, through research we learned this was an effective platform to use 

when allocating tasks, organising information and keeping track of each members 

work load (Duffy and Eddy, 2020). However, a few of our group members joined us 

after a few weeks, so in the end due to time constraints and reallocation of some 

tasks we felt like a group chat and a shared google drive was enough for everyone to 

keep track of their tasks and complete them to a high standard. 

 

 

 

Figure 1 Shared 

Google Drive 
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Entertainment 

The entertainment was decided upon by both myself the creative director and Gretel 

the research coordinator. The research coordinator joined our group a few weeks 

into the planning but ended up being an important role in the creation of the event. 

Below is an overview of what was decided in regards to entertainment for the event. 

Research was then conducted to find suitable individuals for panels and music 

performances, details of this can be found in the appendices. 

Panels 

• LGBT Panel. Sharing how they have found the industry and discussing key 

spaces and networking for LGBT Woman as well as representation of LGBT 

culture. 

• Festival Panel, discussing experiences in events. 

• Promoter, tour manager and booking agent panel. All things Live  

• Production Panel. Discussing the production industry both studio and live. 

• Artist and Songwriter Panel.  

• Management Panel. 

• Label and publishing Panel. 

• Film, TV panel and Game. Music supervisors, composers, sound editors etc. 

 

Live Podcast Recordings 

• Girl Twiddling Knobs – Female led DIY musician podcast (Music Tech) 

https://podcasts.apple.com/gb/podcast/girls-twiddling-knobs/id1541838685    

https://podcasts.apple.com/gb/podcast/girls-twiddling-knobs/id1541838685
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• On Wednesday we where black- POC female led Alt music podcast. 

https://podcasts.apple.com/gb/podcast/on-wednesdays-we-wear-

black/id1548492384 

• Just a Girl – female led music commentary podcast. 

https://podcasts.apple.com/gb/podcast/just-a-girl-podcast/id1525222001 

Speed Mentoring and Networking Sessions 

• A session each event day lasting 1 hour to 2 hours. 

• Sign up when attendees purchase tickets. Limited capacity of the sessions. 

First come first serve, opportunity to charge extra to take part if budget 

requires that. 

• 10 to 15 minutes sessions per mentor. 

• Mentors can offer contact details if impressed by mentee but not essential. 

But could be a good marketing point. 

Vinyl Café and Swap  

• Vinyl Swap for people willing to take part. 

• Possibility to get local vinyl shop involved to sell as a vendor. 

Performances  

• Range of artists to perform across the evening till late. 

• Tileyard student audition for chance to perform on first night of event, 

possibility to open this to other music universities within London such as 

BIMM, ICMP and ACM. 

• Last night of event, has one or a few well known artists as a sort of after party, 

even if just one major headliner. 

https://podcasts.apple.com/gb/podcast/on-wednesdays-we-wear-black/id1548492384
https://podcasts.apple.com/gb/podcast/on-wednesdays-we-wear-black/id1548492384
https://podcasts.apple.com/gb/podcast/just-a-girl-podcast/id1525222001
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• Artists should have a range of genres from female fronted rock bands to 

female solo artists. 

• Possibility to include female DJs depending on timings and licenses. 

Stages 

The main stage will be located by the gallery building, this stage will feature the live 

musical performances for the event and the live podcast recordings. 

The theatre within the gallery will host the live panels for this event, panels will be 

scheduled throughout the day and will be scheduled around the speed networking 

sessions to ensure panellists are also available for these sessions. 

The large marque is where we will see the speed networking sessions, these 

sessions will have restricted capacity and mentees will have to sign up prior to the 

event to ensure numbers are known in advance. 

Lighting 

The site manager will be in charge of organising a lighting technician for both the 

networking tent and the main stage. The networking tent will need to created with the 

neon light theme in mind, featuring neon lights and white lights in order to ensure the 

space is constantly lit throughout the day. White lights may not be needed in the 

early hours due to the networking tent being outside, however due to unknown 

weather and not knowing how well the tent lets in light these should still be 

organised. The main stage will need a basic lighting rig in order to light the evening 

music performances, these may not be needed for the day podcast recordings as the 

stage is out side in the open. The main stage will need a singular neon light saying 

‘Shine the spotlight’ as a back drop for performances. This will be beneficial when 
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attendees share social media images and videos in order to advertise event and 

allow us to grow a following.   

Stalls/Vendors 

The event will feature three food and drink stalls that will cater to a variety of dietary 

needs. They will be vegan as well as gluten free options and food will take on the 

theme of street food in order to tie in with the contemporary theme of the event. Food 

Vendors will be charged a 20% commission as opposed to a standard pitch rent, this 

will allow us to gain some financial income for the vendors overall sales. 

The event will also have a variety of stalls for independent record shops throughout 

the site, the main area being the vinyl café. These will also be charged a commission 

on sales over the event. 

Independent Record Shop  

• Rough Trade. https://www.roughtrade.com  

• Banquet Records. https://www.banquetrecords.com/ 

• Sounds of the universe. https://soundsoftheuniverse.com/info 

• Reckless records. https://reckless.co.uk  

 

 

https://www.roughtrade.com/
https://www.banquetrecords.com/
https://soundsoftheuniverse.com/info
https://reckless.co.uk/
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Design Aesthetics 

A mood board was created in order to portray the overall event theme. The theme 

will focus on neon lights and will represent a specific colour theme, the colour theme 

will represent an array of pinks, purples and teals. Below is the original mood board 

designed for the event. 
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Logos 

 

Event Logo 

 

 

 

 

 

 

Production Company Event Logos 
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When considering the event logo, research was conducted into logo design and what 

makes a logo effective. Through this research we learnt that the best logos are often 

the simplest, with minimalistic features but with a strong colour scheme that 

represents the company or event brand (Luffarelli, Mukesh and Mahmood, 2019). 

After this research we decided on a plain background for the event logo, but included 

a neon light font to play off the main event theme. This was then paired with a 

glowing circle, which took influence from a real-life spotlight. The company logo was 

adapted halfway through the project as I realised that woman in music was already a 

trademarked company, so in order to avoid any copyright infringements this was 

changed to girls in music. However, in future I feel this name should be revisited to 

represent something more professional. 
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Budget 

 

The budget was organised by the groups financing and licensing manager for the 

event. In previous meetings we had discussed the opportunities surrounding 

sponsorships for the event, in order to generate a larger amount of income and one 

not based solely on ticket sales. This was researched further by the groups research 

coordinator. 

In order to plan a successfully event a thoroughly thought out budget is required to 

ensure that income and out goings are accounted for (Bizzabo Blog Staff, 2020). A 

budget also allows for each department to plan their part within the events means, in 

order to ensure the event does not cost more then the income generated.  

In our event case I feel the budget is of a good standard, but I feel next time it would 

be beneficial to generate this on a spreadsheet and should also include a section 

that shows the events income streams. I feel adding a section to represent income 

would allow everyone to see the full picture surrounding finances and help avoid any 
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confusion amongst team members. A positive of our financial report is that we 

acquired accurate quotes for elements such as PA hire, these will be included in the 

appendices. 

Site Maps 
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Tickets 

 

Ticket Design 

The ticket design was inspired by the event theme and mood board, in order to show 

a cohesive theme throughout all visuals and marketing assets. It will be available via 

a PDF, which attendees will either print at home or show via their phone. If attendees 

select a mobile ticket this can be added to the wallet area of their phone in order for 

them to present the QR code at the event entrance. Mobile ticketing and direct to fan 

delivery will prevent any printing fees and issues surrounding postal delivery, 

however will remove the excitement of receiving a physical ticket in the post that 

some attendees enjoy (Nielsen, 2019). As this is the first event it would be beneficial 

to reduce as many ticketing issues as possible so solidifies the choice of direct to fan 

delivery.  
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Wristbands 

 

Wristband Design 

Two variations of wristbands will exist for this event, one for VIP and one for 

standard entry. The design will stay true to the events branding and theme. The VIP 

wristband will allow for entry into the speed networking sessions as we felt it would 

be valuable for these sessions to have a restricted capacity in order for mentees to 

experience the most benefits. Wristbands will cost £8.50 for 100, for this event we 

will need 200, so wristbands will cost £17. 

Box Office 

Tickets Price Number 

Standard £10 150 

VIP £20 50 

Total £672.20  

 

Tickets will be available via the ticketing company Eventbrite, as it has been 

rewarded one of the top 5 ticketing partners in the industry. This is due to its clear 

interface and customer friendly system (Dragan, 2020). After using their ticket fee 
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calculator for organises it was found that attendees will have to pay around £5 to £7 

in ticket fees. 

A box office will be stationed at the main entrance of the event, a box office 

manager, a box office assistant and an accreditation manager will be hired for the 

days event. These positions will either be filled by the existing team or outside 

freelancers. 

Marketing Assets 

Final Flyer Design 

 

 

 

 

 

 

 

 

 

 

 

                      Instagram account 
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Reflective Summary 

Overall, I feel the planning for this event was successful and went as smoothly as 

possible despite the limits on never working as a team in person and having 

everything organised online. As group I feel we had some issues surrounding 

communication throughout the process, as the creative director I respect that the 

event was my idea and main project. In the initial stages I provided the team with a 

clear layout of the event entertainment as well as the event theme, I felt this 

document portrayed the event in a good amount of detail in order for members to 

then go about their individual tasks. But it appears certain tasks still had to be 

completed by me, even though it was not a part of my role. For instance, the event 

logo was an element I had to create late in the process due to the marketing 

manager not considering this element. I respect that my management style is very 

relaxed and requires members of my team to be self-motivated and use their own 

passion to drive them forward. On reflection I feel that I should have seen that my 

normal style of managing was not effective for this team and that it could have been 

improved by creating elements such as individual check lists or a team Kanban 

board so that members of the team who were less proactive were able to see exactly 

what needed to be done. For future projects I will aim to assess the situation sooner 

and adapt my management style to suit the needs of my team, for example provide 

more or less direction depending on the individual. 

Another area I felt that could have been improved is the financial side of the event, I 

personally feel that the current budget lacks clarity and precision. On reflection I feel 

it would be beneficial for this to have been created in a spreadsheet and to represent 

both incomings and outgoings for the event. In the middle of the event planning I 
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provided a mock budget document that I had used professionally for previous 

events, I feel like it would have been valuable if elements provided in this were 

considered more such as physical promotion and on the day staffing. I feel the 

budget should have also included income from sponsorships in order to allow the 

events costings and profits to appear with clarity.  

A successful element of this project was definitely the event and site management 

side. I felt the site map was created both quickly and efficiently as well as considered 

all aspects of the location. For instance, the use of the gallery allows us to cut down 

with space and capacity issues outside which ultimately would create a smoother 

running event. But because of this successful factor I feel like the event could have 

been marketed a slightly larger capacity allowing us to generate more income from 

ticket sales, subsequently providing us with a higher profit margin which could allow 

us to run the event for a second year.  
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Appendix 

Budget elements  
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Event and site management plan 
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Licensing Details  

 

 

 

 

 

 

Marketing Social media 
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Marketing plan 
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Mentor and panellist Research 
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Programming and creative direction briefing doc 
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Meeting minutes 

• Roles decided as follows Zoe Bastin – Creative Director, Emma Moore – 

Finance and licensing Manager, Kalina Batkova – Event and Site Manager, 

Jennifer Hukins – Marketing Manager, Grettel Killing – Research Coordinator. 

• CD- to research programming along with research coordinator 

• Kalina to research site location and to generate site map 

• Emma to research more into licensing and organise budget. 

• Marketing assets to be created. Flyers and Instagram content. Instagram 

account to be created 

• Ticket and wristband design to be created sticking to theme 

• CD to handle event logo 

• Research possible sponsors and influencers 
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