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[bookmark: _Toc625413485]Introduction
In Component 1, the bid focused on developing the program schedule and coordinating attendance from schools and colleges across South Wales. The proposed ITT Future You Conference, presented under the bilingual theme “Wales: Your Gateway to the World / Cymru: Eich Porth i’r Byd”, was scheduled to take place at the Swansea Building Society Arena on 10th  March 2026.
The aims of the bid were to strengthen Wales’s profile as an international events and tourism destination, create a cohesive and engaging experience for schools and colleges, and inspire students and graduates to pursue careers within the sector through interactive content and alumni involvement. The objectives were designed to apply industry theory to real‑world planning, ensuring that the live event contributed meaningfully to professional standards, audience impact, and operational feasibility. (See Appendix A: Goals and Objectives)
To support this, the bid objectives were developed using the SMART framework (Doran, 1981), which ensured clarity, feasibility, and measurable outcomes. This approach enabled broad ambitions such as enhancing Wales’s international profile to be translated into actionable targets that were program design, speaker selection and audience engagement strategies.
[bookmark: _Toc85965907]Description of Live Event
The live event represents a professional tourism and travel industry conference and careers fair designed to bring together key stakeholders, students and sector leaders to explore Wales’s global position and emerging opportunities. Hosted at a major regional venue of Swansea Building Society arena, the event integrates presentations, networking activities and industry insight sessions intended to showcase innovation, encourage collaboration, and highlight career pathways within the sector. From an academic perspective, the event aligns with principles of event design theory, which emphasises the importance of creating meaningful and multisensory experiences for all attendees (Berridge, 2012). 
The mix of structured talks, hands‑on activities, and relaxed networking shows how the event balanced practical information with a positive experience to keep people engaged and learning. Its focus on career development also links well with Kolb’s experiential learning cycle (1984), especially the stages of reflective observation and abstract conceptualisation. At this point in the cycle, learners make sense of what they’ve heard from industry professionals and start shaping how these insights might guide their future career choices.

[bookmark: _Toc2029320532]Responsibilities and contributions 
Within the event team, responsibility was assigned for coordinating guest speakers, managing audience engagement, inviting attendees from multiple schools and colleges, and developing the visual presentation for the conference. This role requires both creative decision‑making and practical coordination to ensure a balanced program featuring a mix of video contributions and in‑person talks. These tasks were aligned with the event’s aims and objectives, particularly the need to engage a target audience of school and college learners.
From a theoretical perspective, this role reflects key principles of event design theory, which emphasises the importance of creating meaningful content that supports the intended audience experience (Berridge, 2012). 
Ensuring a diverse range of speakers aligns with the idea of creating several ways for people to interact, where the quality and variety of content directly influence attendee engagement. Berridge’s emphasis on multisensory interactions directly influenced the decision to include both video submissions and live speakers, ensuring varied engagement formats tailored to younger audiences.  
Additionally, the coordination of communication with external stakeholders, such as schools and colleges, can be understood through stakeholder theory, which highlights the need to balance the expectations and interests of different groups involved in the event.
The responsibilities also relate to project management theory, particularly the need for structured planning, clear communication, and effective task allocation to coordinating speakers and audience engagement, which aligns with Tuckman’s (1965) model of team development that effective collaboration depends on the team progressing through stages of forming, storming, norming and performing. 
The creative aspects of presentation design support experiential learning principles, as visually engaging content enhances the reflective and interpretive stages of Kolb’s learning cycle,(1984) Overall, the role contributed directly to shaping the event’s educational and experiential value, demonstrating the importance of integrating theoretical frameworks into practical event planning processes.


.

[bookmark: _Toc203018385]Purpose of the portfolio
The portfolio demonstrates how the Component 1 bid progressed into the structured planning of the live event, providing a critical reflection on the decision‑making processes that shaped its development. It evaluates how academic learning informed practical choices relating to the target market, risk management, speaker selection and operational logistics, highlighting the relationship between theoretical frameworks and applied event practice.
Ultimately, the portfolio evidences the ability to translate strategic concepts into effective event delivery, illustrating a clear progression from initial proposal to professional implementation.

[bookmark: _Toc922032872]Event timeline and project schedule
A structured planning timeline was developed to keep this element of the project organised and on track from the initial bid pitch through to the live event (see Appendix B: Event Timeline). The timeline set out which organisations needed to be contacted, when outreach should take place, how the speaker line‑up would be built, and which communication methods would be used, such as LinkedIn or email. This approach supported clear scheduling, deadline management, and the ability to adjust plans as the event developed.

Goldblatt’s (2013) five‑stage model offered a useful starting structure, especially during the design and planning stages where programme content and speaker coordination were shaped. However, the model assumes a straightforward, step‑by‑step process, which did not reflect the reality of late speaker confirmations and repeated changes to the schedule. When these disruptions occurred, the Triple Constraint Model (Project management Institute,2017) helped explain why flexibility was necessary. A delay in one area, such as time, had a direct impact on programme quality and required tasks to be rearranged quickly. Bringing these two models together shows that the planning process needed both the structure suggested by Goldblatt and the adaptable, problem‑solving approach highlighted in project management theory.

Bowdin et al.’s (2019) event management model further supported the planning by helping balance creative ideas with practical considerations. Taking stakeholder needs, communication methods and logistical requirements into account ensured that the event remained realistic and achievable. Getz’s (2007) event experience model also shaped the programme by focusing on what young attendees would find engaging and motivating. This informed the inclusion of interactive elements and relatable graduate speakers, helping to create a meaningful experience that supported students’ career interests.
[bookmark: _Toc976855349]Budget forecast and expenditure plan
The budget for this element of the event was shaped by the university’s existing educational partnership with the arena, which covered the cost of the auditorium and sound system. A Cost–Benefit Analysis (Boardman et al,2018)  and (Mishan et al,2020) was used to justify this decision, as the method enables planners to compare the financial costs of an option with the value of the benefits it provides. (Centre for Health Decision Science, 2024).
Although we looked at other venues like the Brangwyn Hall, using the university’s partnership was cheaper and easier to manage. The downside was that we had less freedom to design the stage the way we wanted. This meant choosing between saving money and having more creative control
This decision also aligns with the  Triple Constraint Model (Project management Institute,2021),  and Wyngaard(2012) which shows how  time, cost, and quality  are all linked in a project.  By utilizing the university’s resources such as marketing, arena partnership and contacts, overall costs were minimised, event quality was enhanced through access to professional‑grade equipment, and time efficiencies were achieved by removing the need to source and contract external suppliers. Collectively, this approach supported a more cost‑effective, operationally efficient and high‑standard event, demonstrating the value of integrating theoretical models into practical event planning.





[bookmark: _Toc2067209255]Applied planning for your event element
To ensure effective coordination throughout the planning process, structured communication was maintained with key stakeholders, including team members responsible for the careers fair and associated event elements, lecturers acting as the commissioning client, and external partners such as the Swansea Building Society Arena and the marketing team responsible for outreach to schools and colleges. This approach ensured that all parties were informed, aligned, and able to contribute to the development of the event.

Stakeholder theory provides a useful framework for understanding the importance of this communication. The theory emphasises that events involve multiple groups with differing interests, and that effective engagement is essential for achieving organisational objectives and maintaining positive relationships (Freeman, 1984). Regular email correspondence with internal colleagues, external partners, and educational institutions demonstrated an awareness of the need to manage expectations, share information consistently, and maintain transparency throughout the planning process.
Clear and consistent communication is widely recognised as a critical component of successful event delivery, supporting coordination, reducing uncertainty and enabling timely decision‑making (Bowdin et al., 2019). The structured communication approach adopted here reflects these principles, ensuring that stakeholder needs were addressed and that the event progressed in an organised and collaborative manner.

[bookmark: _Toc1507919674]Specific plans and material for my event element
To support the delivery of this element of the event, a range of planning documents and working materials were produced. These included the event schedule and program outline, a detailed breakdown of individual tasks and timings, promotional posters and visual materials aligned with the event theme “Wales: Your Gateway to the World / Cymru: Eich Porth i’r Byd”, and draft scripts, design concepts and stage layout plans. Collectively, these materials illustrate the progression from the initial bid concept to an event‑ready operational plan.

The development of these documents reflects established principles of professional event planning, demonstrating the application of structured preparation, visual communication, and content design to support effective delivery. Their production also shows the integration of theoretical learning into practice, ensuring that the event’s creative and logistical components were aligned with its strategic aims and audience needs. (See Appendix C: Promotional Posters)
[bookmark: _Toc130914259]Evidence of collaboration and coordination
Effective delivery of this event element relies on regular communication and coordination with the wider project team. This year, the event expanded beyond the usual focus on travel, tourism and hospitality by working with three business students, allowing the program to include sectors such as business, sport, and music. This wider scope meant that consistent teamwork and shared planning were essential.
Most team discussions took place either in person on campus or through the group WhatsApp chat, supported by shared documents that showed contributions from different team members. Feedback from lecturers during update meetings also helped guide decisions and keep the planning on track. (See Appendix D: Shared Xcel Document)
This approach reflects key ideas from stakeholder theory, which highlights the importance of recognising and managing the needs of everyone involved in a project (Freeman, 1984). Keeping clear and steady communication with team members, lecturers and external partners helped avoid confusion, supported joint problem solving, and ensured that each part of the event worked well with the others. Regular alignment checks were carried out to make sure this element fit smoothly with logistics, program planning, marketing and any other areas that could affect the conference. (See Appendix E: Speaker planning Sheet)
[bookmark: _Toc518620857]Pre event readiness and implementation plan
To ensure clarity, coordination, and effective control on the day of the event (see Appendix B: Event Day Plan), developed to outline who, what, when and where for all tasks associated with the event elements. 
The plan showed a full task breakdown before, during and after the event, with timings aligned with the conference schedule to maintain a smooth event flow. 
Produced in collaboration with the careers fair team to confirm correct placement and the crossovers of some of the speakers who were also stall holders. Giving them enough time for lunch, breaks and getting to the conference in time to start on time and comfortable with the lineup.
Clear lines of responsibility were set from the start, with the lead organisers acting as the main points of contact and the wider event team, including the second‑year students, supporting secondary contacts when issues arose. This approach helped reduce pressure on the organisers while giving the second‑year students valuable experience and preparation for taking on the event in future years.

[bookmark: _Toc1516762240]Contingency and backup plans
Live events are naturally unpredictable, so effective planning requires strong contingency measures to reduce the impact of any disruptions. In preparation for the conference, a structured contingency plan was developed to support smooth delivery across all stages of the event.
Operational contingencies included keeping backup versions of all presentations both online and on USB devices, preparing spare equipment such as additional audio resources and printed speaker notes, and creating alternative timings to manage any delays in the program. These steps ensured that if technical issues or scheduling problems occurred, the event could continue with minimal interruption.
This approach aligns with guidance from Bowdin et al.,(2019) who emphasise that risk management and contingency planning are essential parts of professional event operations. Their work highlights the need to identify potential issues early, prepare practical solutions, and ensure that teams understand how to respond if problems arise. By recognising the unpredictable nature of live events and putting clear backup measures in place, the plan helped maintain control, reduce stress on the day, and support a reliable, professional event experience.
Communication contingencies were also put in place to support smooth coordination during the event. Clear escalation routes were agreed, identifying who would take responsibility for decision‑making in time‑sensitive situations, along with simple pre‑agreed signals to help teams respond quickly if issues arose. Stakeholder‑focused contingencies were also developed to ensure the program could adapt if speakers or contributors were delayed or became unavailable at short notice. These included options to adjust session formats, rearrange timings, or switch to alternative delivery methods where needed.

This approach reflects guidance from Bowdin et al.,(2019) who highlight that contingency planning is a key part of professional event management. Their work shows the importance of preparing flexible responses to protect the event experience when unexpected challenges occur. By anticipating potential problems and putting practical backup measures in place, the plan helped maintain professional standards under pressure and supported a resilient approach to live event delivery.
These measures demonstrate the ability to think ahead, respond calmly to challenges, and maintain control during a live event environment.

[bookmark: _Toc904168678]Reflection and next steps
This section provides a critical reflection on the planning process to date and identify the key areas that will require continued monitoring during the live event. It demonstrates ongoing personal and professional development, increasing critical awareness of progress, and the way this stage supports the evaluation and recommendations required for Component 3.
The transition from the initial bid pitch to a practical, deliverable plan required the structured application of academic theory. Stakeholder theory Freeman,(1984) and Parmar et al, (2010) supported the identification and prioritisation of different interests, event design frameworks guided program development, and communication theory informed the creation of clear and consistent messaging. The use of these models enabled decisions to be grounded in evidence rather than intuition.
Working with the wider team and external stakeholders, including venue partners and staffing coordinators, enhanced the ability to coordinate tasks, negotiate responsibilities, and maintain shared understanding across the project. Regular meetings, shared documents, and structured communication channels supported alignment and reduced the risk of misinterpretation.
Balancing multiple responsibilities, producing planning materials, and responding to feedback strengthened the ability to prioritise tasks and manage deadlines effectively. This contributed to a more organised and controlled approach to planning, particularly as the event moved closer to delivery.

[bookmark: _Toc421771280]What has gone well so far
The event theme, “Wales: Your Gateway to the World,” was used consistently across all materials and planning decisions. This supports Aaker’s (1996), Keller,(2013) branding theory, which argues that a clear and repeated message helps audiences recognise and remember an event’s purpose. Strong internal communication also contributed to this consistency. Regular contact between organisers, speakers and the venue reflected the team reaching the later stages of Tuckman’s (1965) model, where communication becomes more stable and cooperative.

Tuckman’s framework also helps explain how the team developed over time. After the initial forming stage, we experienced early disagreements about programme structure and speaker choices. Working through these challenges helped us move into the norming stage, where expectations became clearer and communication improved. By the performing stage, coordination was noticeably smoother, shown through organised logistics, reliable venue communication and proactive problem‑solving. This progression suggests that the team’s effectiveness was not accidental but developed through a recognised pattern of group behaviour.
Evidence of this can be seen in the consistent application of the event theme, the structured approach to logistics and the team’s ability to identify risks and create contingency plans ahead of time. Overall, these elements show that the project progressed in a coordinated and professional way, supported by established planning frameworks and effective teamwork.
[bookmark: _Toc212719588]Areas of improvement before event
While preparing for the conference, several areas of improvement became clear. Stronger final detail checks will help ensure that all materials, timings and responsibilities of staff match up. This would support smoother coordination.  Initially, we underestimated the time required for speaker coordination, which led to delays in finalising the program. Schön’s reflection‑in‑action became essential here, as we had to adapt communication strategies in real time. This experience highlighted a personal development need to improve early‑stage stakeholder planning to prevent last minute changes. (Project Management Intitute,2021).
More testing and rehearsal would strengthen delivery, as practicing early allows problems to be identified and fixed in advance. This approach aligns with Kolb's experiential learning cycle, which emphasizes learning through trying, reviewing, and adjusting (Kolb,1984). 

Improving the clarity and accessibility of documents such as posters and marketing materials (see Appendix C: Event posters) by advertising that we have an Instagram and TikTok page would benefit and make us more visible to the world. This could have benefited our attendee numbers to increase, as there would be more knowledge and visibility regarding the event (Allen et al,2011). 
These areas of refinement demonstrate development which links to Schon’s concept of reflective practice, where learning from experience and fixing things beforehand leads to better future practice in this case, the conference delivery infront of the 670 attendees. (Schon,1983)
A deeper reflection on the planning process highlights how Kolb’s (1984) experiential learning cycle and Schön’s (1983) reflective practice offer different but complementary insights into professional learning. Kolb presents learning as a structured four‑stage cycle of experience, reflection, conceptualisation and experimentation. This model aligns with the planned, step‑by‑step improvements made throughout the event preparation, such as refining materials and communication methods over time. In contrast, Schön argues that much learning happens now through reflection in action, especially when in situations where you must respond quickly to unexpected issues.
This perspective is particularly relevant to live event planning, where speaker coordination, timing changes and contingency decisions often require immediate judgement rather than a full reflective cycle. Comparing the two models suggests that Kolb’s framework supports structured review and improvement, while Schön’s approach better explains the fast, adaptive thinking required in dynamic event environments. Together, they provide a more realistic understanding of how learning occurred across the project.




[bookmark: _Toc212712927]Key success indicators of the event
Using a KPI framework allows the conference delivery to be judged against clear, measurable standards. Instead of simply checking whether tasks were completed, the KPIs help show how well the event met its aims, such as smooth operations, strong stakeholder coordination, and a positive audience experience. This reflects Parameter’s (2015) view that KPIs act as evidence‑based tools for assessing performance.
During the live event, each indicator provides insight into how effective the planning and delivery were. For example, monitoring timings and transitions does more than confirm whether activities ran on schedule,  it highlights whether the operational plan was realistic and whether the team could manage pressure points. In the same way, reviewing stakeholder engagement through staff and speaker communication shows how well briefing processes worked and whether information flowed as intended.
Audience engagement is also treated as a performance measure rather than a simple observation. Visible interest and participation indicate whether the programme content, delivery style, and session structure were appropriate for a career‑focused event. The standard of presentation materials and coordination further reflects the professionalism of the event and whether it met expectations for this type of audience.
Finally, analysing how contingency plans worked in practice provides evidence of the team’s ability to respond to unexpected issues. This shows the strength of the risk planning process and the team’s adaptability during live delivery.
[bookmark: _Toc1436848852]Conclusion 
This portfolio has demonstrated a structured and evidence‑based approach to planning the selected event element for the ITT Future You Wales conference. Building on the initial bid, the planning process translated strategic intentions into practical actions that aligned with the event’s aims and the theme “Wales: Your Gateway to the World / Cymru: Eich Porth i’r Byd.” The development of timelines, risk assessments, communication records and promotional materials illustrates how academic theory can be applied to real‑world event preparation.
The planning stage also contributed to professional development by strengthening organisational skills, confidence and collaborative working within a multi‑team environment. Identifying areas for improvement supported a reflective and adaptive approach to decision‑making, which is essential in live event contexts. Establishing clear success indicators such as operational efficiency, stakeholder engagement and attendee experience provides a foundation for evaluating delivery in the next component.
The strategic and operational decisions throughout the planning process were informed by a range of academic frameworks. SMART objectives supported the creation of clear and measurable aims, while Goldblatt’s five‑stage model offered structure for progressing from concept to implementation. Bowdin et al.’s (2019) event management model reinforced professional standards across stakeholder coordination, logistics and programme design. 
In addition, Getz’s event experience model guided the development of an engaging attendee journey, particularly for school and college learners, by emphasising motivation and interaction.
Together, these frameworks demonstrate how theoretical knowledge can be translated into practical, high‑impact event delivery. The work completed in this stage therefore provides the structure, evidence and critical insight needed to assess live event performance, compare outcomes with planned intentions and develop informed recommendations for future improvement.




[bookmark: _Toc875708]Appendix A: Goals and Objectives
· By delivering a welcome speech or placement experience
· Build careers brand and help with students find their career
· Leadership abilities of volunteers and work with new people
· Opportunity to reflect and acknowledge experience and milestones
To inspire students and graduates to pursue careers in their chosen sector:
· Deliver engaging keynote speakers from industry professionals
· Facilitate interactive workshops such as cv writing, interview prep and practical career tips
· Encourage attendees to net work by walking around and talk to the multiple exhibitors
· Alumni involvement to showcase what opportunities this degree gave them and took them
· Invite and have 400 attends

S-Host a career focused event featuring at least 5 industry professionals from diverse sectors relevant to the student sectors
M-Achieve a minimum of 80% positive feedback from attendees from post event surveys or a basic email to the lecturers of the schools/collages
A-Facilitate three interactive quiz/ games or Q&A 
R-Align all event content with current market trends and focus on the audience opportunities for future careers
T-Deliver the event by 10th March 2026 with all attendees and speakers finalised by 20th February




[bookmark: _Toc1269303243]Appendix B: Event Timeline 
Event Day Plan.docx

Event Name: ITT Future You Conference
Date: 10th March 2026
Time: 10am-3pm
Venue: Swansea Building Society Arena

Event Managers and lead contact for areas
Conference: Carys Davies and Wiktoria Kuciarska
Exhibition: Simon Canby and Charlie Mac Donald
Theme and Branding: Nia Moores
Tech: Elijah Thomas
Emergency contact- Any Arena staff, contact on WhatsApp group chat, 999

Build Roles and Responsibilities
	Role
	Name
	Responsibilities

	Conference
	Carys & Wik
	Liese with venue, speakers and key stakeholders
Host and transitions to morning and afternoon conference
Greet crossover stall holders to speakers
Network in Vip room
Make sure conference material is working and up and running
Meet and greet attendees 
Introduce speakers

	Exhibition
	Simon & Nia
	Over see exhibition operations
Conducts morning brieifing with staff
Monitors crowd flow
Health and safety regulations
Builds and set down stands, signage, branding, decorations
Ensure all exhibitor stalls are fully functional and in correct placement before opening

	Front of House
	Charlie
	Sets up registration, signs attendee flow
Brief volunteers on check in procedures
Handles passport booklet, university merch bags ect
Provide staff support throughout day
Gives staff breaks 

	Tech
	Elijah
	Conference equipment test
On stand by if antthing goes wrong during conference tech wise
Coordinated with venue technicians

	Vip
	Charlie- Ayda will take charge
	Confim catering arrival times and diatry requiments
Monitor stock levels of tea coffee
Ensure speakers get to the stage on time and have everything they need



Timeline 
Morning Conference starts at 11-12
Afternoon conference 1-2pm
	Time
	Activity

	8AM
	Arrive at Arena

	8:15AM
	Staff briefing for the day

	8:30AM
	Stall holders start to arrive to set up

	10AM
	Attendees arrival at front doors

	11AM
	Morning conference begins

	12PM
	Morning session ends- exhibition area open

	1PM
	Afternoon conference begins 1-2pm

	3PM
	Exhibition area closed- pack down and tidy up


 
Staffing-  Workshops   Stalls Front of House Buses  Mascot guide and dressup
Conference- door help and wayfinding would be both front oh house and buses staff
	Amber Treharne
	Tyler
	Jayden
	Jo

	Chloe Tower
	Tamara
	Angelika
	Livs

	Leoni Shaw
	Jazz
	Tao
	Lily

	Keira-leigh
	Charlie
	Riley 
	Beck

	Ellie phillips
	Alyssa
	Ali al Kassab
	Favour

	Ethan
	Susie may
	Mathew Evans
	Jess moore

	Chenai
	Arwen
	Louis
	Demi

	Neelah
	Caitlin
	Ayda
	Kirsty

	Andrew Jones
	Eva
	Niamh
	Lowri Morriss

	Poppy
	Karina
	Judi
	

	nicol
	Nia
	Paige
	

	Rhiane
	Zara
	Sophia
	

	
	
	
	

	
	
	
	




[bookmark: _Toc2089214424]Appendix C: Promotional Posters
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[bookmark: _Toc42765607]Appendix D: Shared Xcel Spreadsheet
ITT Planner workbook.xlsx
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[bookmark: _Toc353518501]Appendix E: Speaker Planning Sheet
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[bookmark: _Toc1468983185]Event Pictures and Conference Presentation Link
Conference Canva Presentation Link: https://canva.link/5xucxrssjuaapd7
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