

Natalie Beard





 
Table of Contents
1. Part A	2
1.1 Introduction	2
1.2 Placement Benefits	2
1.3 Placement Rationale	2
1.4 Placement Opportunities	2
2. Part B	4
2.1 Qualifications Audit	4
2.2 Training Needs Analysis	4
2.5 Pre-Placement Review	5
3. Reference List	6
4. Appendix	0
4.1 Personal Career Action Plan	0
4.2 Curriculum Vitae	0
4.3 Cover Letter	1


































[bookmark: _Toc27410098]1. Part A 

1.1 [bookmark: _Toc27410099][bookmark: _GoBack]Introduction

I will use this portfolio to identify training and experience needs I would need in order to progress with a career within the Events Industry and the actions I would need to take to fulfil them. 
[bookmark: _Toc27410100]1.2 Placement Benefits

Placements are a great way to develop skills and experience that are needed in order to develop a career within a chosen field. According to Work Placements – A Guide for Students, a work placement gives a student the opportunity to develop new skills and improve the ones that they already possess (Fanthome, 2004). The benefits of work placements include improving your cv, learning new skills and deciding what direction to take next  (Fanthome, 2004). According to Jemma Smith at Prospects, taking part in a work placement might mean that a student’s supervisor can act as a referee for future job applications (Smith, 2019), Linda Jodrell, HR Director at Citation suggests that references are important as they validate what a job applicant has written on their CV (Cole, 2014). 

[bookmark: _Toc27410101]1.3 Placement Rationale

A report conducted by Business Visits and Events Partnership in 2015 suggests that the events industry in the UK is worth £42.3 billion (Businessvisitsandeventspartnership.com, 2015). Business conferences being the highest valued field of events, this sector turned over £19.9 billion in 2014 (Hbaa.org.uk, n.d.). With an 8% increase in value from the previous year in 2015 (Businessvisitsandeventspartnership.com, 2015)., the Events industry is a fast-growing industry which means there is likely to be highly competitive when it comes to running events based businesses or applying to events related jobs and so having experience in this sector once leaving University, would give students a competitive edge when applying to events-based opportunities over those who do not.  According to UCAS, qualifications are not always needed in order to become an Events Manager, this can also be done by gaining experience outside of education (UCAS, n.d.), and so a placement would allow a student to experience the practical elements of events as well as the theory. According to the National Careers Service, working as a crew member on a large event or exhibition can be a useful way to gain experience within the events industry (Nationalcareers.service.gov.uk, n.d.). 

[bookmark: _Toc27410102]1.4 Placement Opportunities

I considered the following placements and made considerations into possible skill developments and career opportunities that might be able to help me to progress within the events industry after I have finished my course. 

Iron Man: Iron Man is a Triathlon Race provider (Ironman.com, n.d.)
of which offers placement opportunities within their sporting events, the opportunities offered for this when a representative visited our university included race stewards and volunteer party organisers. Possible skills development opportunities would include team-building skills and networking skills as I would be more than likely to be working with other volunteers. Other skills that could be developed include marketing, administration and leadership.

British Red Cross: As British Red Cross is a charity and I have previously taken part in organising charity events, this is a work placement that I feel I would feel comfortable in taking part in. One of their main objectives is to help people who are in crisis and this is something that interests me as I am a people-orientated person who likes to help those who need it. As this is a London-based work placement, it might be too costly to attend as it would only pay travel and lunch expenses and I would probably need to rent a house in London to make it feasible to take part in this opportunity. This opportunity would be more office-based than on-site and so I could use this to work on my administrative skills, customer service skills and creativity(Linkedin.com, 2019. 

Social Enterprise Exchange: Social Enterprise Exchange is a collective of businesses which support social enterprises with start-up and growth (Socentxchange.net, n.d.)
. Potential skills I could gain by partaking in a placement at this organisation include communication, time management, networking and problem-solving.

As business conferences are the highest valued sector of the events industry I feel that I would gain the most out of working at a work placement within Social Enterprise Exchange as I haven’t worked on many business events in the past and this is an area I would like to explore, I feel that there will be more opportunities available in this field due to the high value of the sector.  


[bookmark: _Toc27410103]2. Part B
[bookmark: _Toc27410104]2.1 Qualifications Audit

I have various qualifications including the following of which I think will be useful for my chosen career path:

GCSE English Language (C): As Event managers often have to reply to client emails and write bids and pitches for events, this qualification will help me to accurately get my point across with the right language and tone used in relation to the documentation being written.

GCSE Mathematics (C): Budgeting is an important part of an Events Manager’s job as they would have the responsibility for booking and budgeting for each aspect of the event and making sure that it is feasible within the budget that they have.  This qualification will also be useful for bookkeeping, as a lot of Event Managers run their own business, they would be required to provide their company accountant with the paperwork for their end of year accounts.

GNVQ ICT – Equivalent to 4 GCSE’s at grade C (PASS): As the future of business is set to be technology-based, having up to date ICT qualifications will allow me to stay up to date and able to use any software used within the workplace environment. At this moment in time, I see no need to partake in any further training as training for current software needed was included within this course, although this might be something that I could consider in the future as technology changes. 
National Diploma in Media: Moving Image (PPP): As a lot of events would involve the media in some form, having media training is a useful skill, this allows me to better understand the needs of the Media and assist them with some of the logistics for this. Media training is also useful for event marketing, being able to shoot and edit videos means that I can create video-based advertisements if needed. 
I also have 14 years of experience working on various events including Cliffhanger (Sporting), Jane Tomlinson’s Run For All (Sporting), Tour De France (Sporting), Tramlines (Music Festival), Sheffield Fayre (Community Festival) and Sheffield Food Festival. I have been running events-based businesses for the past 10 years, during which I have worked with clients such as Sheffield City Council, LGBT Sheffield, Sheffield Hallam University and YHA England & Wales. 


[bookmark: _Toc27410105]2.2 Training Needs Analysis

According to EMBOK, events should be broken up into the domains of Administration, Design, Marketing, Operations and Risk (Embok.org, n.d.), and so I have identified my weaknesses within these sectors in order to assess which skills I would need to develop, the domains of which I have the least experience in are Operations in relation to running events outside of the music industry field and risk management in relation to running large scale events.  

Audio-Visual Skills: It would be beneficial to undertake some audio-visual training as a lot of business type events would require working with audio-visual, I wouldn’t need a qualification for this although there are qualifications available should I decide to gain more knowledge in the future, this training might be something that can be completed during placement.  

Food Hygiene: As one of the key parts of an event is catering, it will be useful to take part in Food Hygiene training as this will allow me to supervise any external catering companies booked and make sure they are adhering to safety standards set out by the Food Standards Agency (Food Standards Agency, 2018). This might also be a good opportunity to reduce costs on lower budget events as if I had up to date Food Hygiene qualifications I would be able to provide meals for staff and volunteers instead of having to hire external companies to do so. 

First Aid Training:  Events Managers would usually hire First Aiders to be on-site during an event, however, this would be a useful skill to have as a precaution for if I came across an emergency situation that the first aiders were unable to get to straight away. This might also be a useful skill within the workplace environment as by law some companies should have qualified First Aiders on-site at all times (Hse.gov.uk, n.d.) 

As I am usually nervous when taking part in presentations it would be beneficial for me to gain some experience in presenting as I cannot always speak loud and clear enough for everyone to hear me.
[bookmark: _Toc27410106]2.5 Pre-Placement Review

I considered all placement opportunities in regard to the skills I could develop and the experience I could gain by working at each of them. I approached my preferred placement directly to ask if there would be any opportunities within their organisation in regard to work-based placements. As they work closely with their local universities and have worked with placement students in the past, they were more than happy to oblige. After a brief conversation about my past experience of events, we identified the skills I would like to develop while working within this organisation and had a discussion on which areas of events work I could take part in to develop these skills. 
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[bookmark: _Toc27410108]4. Appendix
[bookmark: _Toc27410109]4.1 Personal Career Action Plan

Personal Career Action Plan, with measurable development outcomes (Use relevant information in points 2.1and 2.2. to help with the development).   The plan should be supported by applicable academic sources.  



Personal Development Plan

Name:									Date: 

	Objectives
What do I want to be able to do
or do better?
	Success criteria
How will I recognise success?
How will I review and measure my improvement?
	Actions
What methods will I use to achieve my learning objectives?

	Implementation
How will I practise and apply what I learn?

	
Audio-visual skills, in relation to setting up projectors and other conference-based equipment






	Successfully being able to identify and use equipment needed to run a business networking or presentation event
	Take part in placement and learn from the technical staff involved in the events
	Continue to gain experience by volunteering and business events

	


Food Hygiene Skills




	Have an industry recognised Food Hygiene qualification
	Take part in a Food Hygiene course (Reed.co.uk, n.d.)
	Keep updating qualifications/training as needed

	




First Aid Training


	Have an industry recognised First Aider’s qualification
	Take Part in an Emergency First Aid Course
(Sja.org.uk, n.d.)
	Keep updating qualifications/training as needed.

	


Gain confidence in presenting skills


	Be able to confidently present a Presentation without feeling too nervous or skipping parts of the slides.
	Practice presentations in front of friends
	Taking part in conferences events and presenting within my field.

















[bookmark: _Toc27410110]4.2 Curriculum Vitae 

Natalie Beard
Email: Natz@livecoreevents.com

Profile
Ambitious events manager with a passion for music.
I have established myself as a reliable events organiser while working with high profile clients such as Sheffield City Council and The Moor Sheffield.  I have gained a reputation for running high standard music events with a quick turnaround (some as little as 24 hours notice). I am driven by the quality of an event and the satisfaction of those I work with. With good communication skills, I work well both individually and as part of a team. 

 Skills
- Events Organisation/Management
- Stage Management
- Graphic Design
- Social Media
- PR
- Customer Service
- Health & Safety
- Sound Technician
Career Summary
[bookmark: _Hlk527822664]
2013- Present 		Live Core Events CIC (FKA Young Music CIC)
Managing Director / Secretary / Events Organiser

Outline: Responsible for the day to day running of the Community Interest Company

Key Responsibilities: 

- Bookkeeping 			
- B2B meetings
- Volunteer Management
-Sound Technician
- Events Organisation/Management	
I currently organise and manage the music stages of around 5 major events per year as well as various other smaller events. Live Core Events CIC are currently one of the main entertainment providers for Jane Tomlinson’s Run for All, music stage organisers for Cliffhanger (which has an estimated attendance of around 40,000+ throughout the weekend) and music stage organisers for Sci-fi/Halloween/Cosplay event ‘Out Of This World’. Other current/previous events and clients include Warp Films, The Moor (Sheffield) Tour de France (Abbeyfield Park  Spectator Hub), YHA (England and Wales), Sheffield Fayre, Tramlines Festival, Sheffield Food Festival and many more.  

2010- Present 		All That Promotions
Sole Trader / Music Promoter
Outline: Responsible for the day to day running of the organisation. Includes Events Organisation, Bookkeeping, B2B meetings.



Voluntary Work

2010- Present 		Sheffield Live 93.2FM
Radio Presenter/ Producer
Responsible for ensuring that guests are booked into each weekly show for ‘The Local Talent Show’ and maintaining regular correspondence with any guests and presenters attending each week. I also co-present the show and take part in reception duties before shows.

2006-Present
Charity/Voluntary Events Organiser (Various Organisations and Events)
Freelance music events organiser, gaining experience by working with individuals and organisations such as Lark In The Park (Nottingham 2006)  Real Radio (Mayfest 2007), The Stroke Association (various charity music events) and many more.   

Education
2005-2008 Longley Park Sixth Form College, Sheffield
GCSE Mathematics (C) BTEC National Diploma Media Moving Image (PPP)
2000-2005 Parkwood High School, Sheffield
GCSEs Double Science (DD), English Language (C) GNVQ IT Intermediate (equivalent to 4 grade Cs at GCSE) - Pass
COMPUTER SKILLS: Microsoft Office, Adobe Photoshop, Adobe Premiere Pro, Social Media, Wordpress
ADDITIONAL INFORMATION: Driving Licence: UK Full, clean
REFERENCES: Available on request

[bookmark: _Toc27410111]4.3 Cover Letter

Dear Sir or Madam,

I am writing to apply for the position of Events Officer within your organisation. I have 10 years experience running Live Events, during of which I have worked alongside clients such as Sheffield City Council, Sheffield Hallam University and LGBT Sheffield, helping to plan, deliver and evaluate the music stage programmes at their events.  I have a passion for developing the creative industries within the local area and regularly work alongside local musicians both within my own events and while volunteering at local radio station Sheffield Live. 

I am currently studying Events and Festivals Management at UWTSD, with good results in both the first and second and first years, I expect that I will most likely graduate with a First Class Degree.  As you can see from my CV attached I have a BTECH National Diploma in Media: Moving Image, having this qualification and working so closely with local TV/Radio Show Sheffield Live, I feel that I would be able to help to develop the creative aspects of events within your organisation, keeping up to date with industry trends within the local creative sectors. I have good leadership skills and work well in teams and in the past, I have managed small teams of up to 10 while working on events management projects. 

My current role as Managing Director at social enterprise Live Core Events CIC has allowed me to develop interpersonal skills of which I think could be used to help to create a friendly workplace environment whereby anyone working within the events team would feel valued and would look forward to working in such an organisation. 

Kind Regards,
Natalie Beard 

