
LV6 Contemporary Themes
– Conference Learning Log

	Student Name:


	Robbie Baxter (1808664)



	Week 1
	Monday April 27th, 2020 



	Planning:

· Decision to have an online conference was made due to the recent COVID-19 breakout however, further analysis has shown that this method has more benefits for being more sustainable, cost efficient and will reach a wider range of potential viewers. 
· Initial planning made by all members to select a theme for the conference
· Group was split into 3 groups (management, marketing and technology) based on personal preference to available roles
· Established my own theme of safari tourism but am still working on a title
· Planning video calls outside of university time to plan ahead
· Trying to set tasks and deadline dates to get us used to working under time management
· After being chosen as team manager of marketing, setting tasks to delegate to others in the group
· Guest speaker has already been arranged by another member of the group
· Attempt to liaise any missed information to Katie and Paval


	Organising:

· Separating ourselves into separate groups to breakdown the workload (management, marketing and technical
· Team Selection: Management – Molly, Laurence, Ranad Marketing – Katie, Robbie, Abdul, Paval, Jaliya Technical – Mo, and Dan

	Managing:

· A gannt chart has been added to teams for the management team to keep track of progress
· Minutes have been taken for all meetings had so far
· Offering support in making sure each team is clear on what needs to be done and by when



	Marketing: 

· Pushing for a conference name to be decided on
· Delegating some early tasks for team to complete
· Discussions about who our target audience will be
· Trying to establish our brand and the message we want viewers to receive
· Utilise some models learned from university in the best way to market our conference



	Technical:

· Decision to build a website was made so that videos uploaded can be viewed by all and also allows future students studying hospitality to upload their own work
· A few ideas for logos have been made and will be voted for by next week
· The idea of having a sort of promo video to introduce our topics was suggested and will likely go ahead


	Problems/Resolution Action Plan:

· Some issues with attendance to meetings had outside of university time – hope to reiterate the importance of communication in a team working environment so that the work done can be done smoothly
· The original theme for our conference was “sustainability” however this has been changed to ensure variety and will now be categorised as “current issues affecting global tourism and hospitality”
· 


	[bookmark: _Hlk28956365]Focus for the Week: 

· Create a list of objectives that would be expected of the marketing team and then delegate these tasks to members of the team
· Liaise with Katie and Paval regarding any missed information






	Student Signature:


__________________________________


Date:
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	Week 2
	Monday May 4th, 2020 



	Planning:

· Poll system will be arranged for team members to decide on a brand name and logo
· Discussing ideas on how to generate interest in the conference and attract viewers
· The idea of having an introduction video to summarise all chosen topics instead of an individual video before each presentation
· Reiterated the importance of all team members attending all meetings




	Organising:

· Mohammed is unable to be a guest speaker and so we need to look into other options
· Marketing to start building a list of emails for potential viewers that are involved in the hospitality industry


	Managing:

· Management to communicate with Mo to have everyone be able to access the website
· Update gannt chart with progress on certain topics
· Double check that all minutes have been posted into group files





	Marketing: 

· Continue to communicate any issues, delegate tasks and ensure deadlines are met
· Decisions to be made for a logo, website colour scheme and email signature
· Consider creating an e-mail list to create publicity ready for website launch





	Technical:

· Communications with Mo to allow website access for other team members
· Discussion of setting a deadline for videos to be sent to IT
· Arrange a 1-1 with someone from the team






	Problems/Resolution Action Plan :

· Still some issues with attendance of all team members to every meeting which will be essential for successful communication
· Deadline for bio and headshot to be sent to marketing was not met but has been given an extension





	Focus for the Week: 

· Chase the last few who have not sent a bio or headshot
· Look into some ideas for ‘spotlight’ videos to have on website
· Communicate with other members of the marketing team to ensure everyone is working well
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	Week 3
	Monday May 11th, 2020 



	Planning:

Not as much planning/organising this week as group had other assignments due however:

· Discussion of perhaps having ‘spotlight’ videos instead of guest speakers which may promote a topic or encourage donations to a specific charity
· Conference name, logo and slogan have all been confirmed
· Everyone has confirmed they are able to record themselves from home in order to have them submitted successfully
· Gantt chart has been updated giving everyone in the group a current view of tasks completed
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	Organising:

· Planned a meeting with Mo and Molly to view the website so far and make any changes where necessary
· Recap of previous deadlines



	Managing:

· Had their own meeting to establish deadlines and suggest some slogan ideas
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	Marketing: 

· List of contacts for us to invite to the conference has been uploaded to teams
· Draft email is to be completed to send invites
· [image: ]Draft flyer has been completed with a member of IT












	Technical: 

· Helped with Katie to draft a flyer for our conference event (screenshots to be received)
· Some bios and headshots have been uploaded to the website ready for meeting with Mo, Molly and Robbie to assess


	Problems/Resolution Action Plan :

· Not many meetings in the week due to there being another assignment due
· Change of slogan made a change in logo but was quickly rectified



	Focus for the Week: 

· Arrange a team meeting to clarify new tasks and set deadlines
· Attend meeting with Mo and Molly to discuss the layout of our website
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	Week 4
	Monday May 18th, 2020 



	Planning:

· Video uploads have been changed from being on the website we have created but will have links to a private YouTube account instead as the website couldn’t hold all the videos
· Instead of having an “about us” section and “about the conference” section we will just have the “about us” as it was felt with the bio in place for each student that it would hold enough explanation about the conference
· Attended the meeting with Mo and Molly to discuss the website layout which raised some points
·  Deadline for presentations to be shown to Sam on June 1st 2020
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	Organising:

· Planning who will undertake the role of creating a flyer for the conference event as well as a possible newsletter
· Trying to organise my own time better as so to complete the paper on my contemporary theme
· Each team member to find their own opening video to set the scene for their chosen topic



	Managing:

· Gantt chart has been updated
· Confirmed completion of the conference logo being uploaded to the website
[image: ][image: ]











	Marketing: 

· Have been given the role of creating a flyer to advertise our event and perhaps a newsletter with updates
· [image: ]Finalising the email to be sent inviting people to the conference










	Problems/Resolution Action Plan :

· I know that for myself, not as much work has gone into the conference this week as other deadlines were due
· Vote to be held on whether or not we should make use of a newsletter in our conference
· 

	Focus for the Week: 

· More focus on contemporary themes module
· Arrange more team meetings to establish roles going forward
· 
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	Week 5
	Monday May 25th, 2020 



	Planning:

· Taking focus away from contemporary themes paper to focus more on the presentation in time for deadline on 1st June
· Find time to create a section for the website which allows people to subscribe to a newsletter
· Also prepare a PSA for the website explaining that the conference is online due to the COVID-19 breakout


	Organising:

· Picking case studies to be used in presentation
· Preparing animations for the slide show
[image: ][image: ]



	Managing:

· Gantt chart to be updated
· Finalise a blurb and introduction for website
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Marketing: 

· Create a flyer for the event
· Create PSA for the website 
· [image: ]Create section for guests  to subscribe to newsletter



	Technical:

· Prepare to upload videos to the website after 1st June
· [image: ]Try and create another section on the website for our assignment papers to be uploaded too




	Problems/Resolution Action Plan :

· Technical issue with presentation on 1st June as it didn’t present well at first but was resolved after contacting Dan who helped
· [image: ]Possible poor time management, trying to reassess what topics need more focus first








	Focus for the Week: 

· Attend to other assignments with nearer deadlines
· Try to get framework completed for all assignments due
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__________________________________


Date:
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	Week 6 – Final Week 
	Monday June 1st, 2020 



	Planning:

· Complete all outstanding work before 12th June
· Presentations to be uploaded to the website
· Change of date on the conference website
· [image: ]Dan to meet with John and Sam to show them how to navigate around the website









	Organising:

· Finishing two assignments that are almost completed and then giving full focus to one remaining piece of work to be done by 12th 

	Managing:

· Update Gantt chart for the final time with progress of all work
· Upload any minutes of meetings that haven’t already been shared on Microsoft Teams
[image: ] 











	[image: ]Marketing: 

· About Us section and Hospitrinity info to be updated
· Flyers for the conference to be completed and updated
· Email invitation completed and uploaded to Microsoft Teams





	Technical: 

· Upload a link to the website which will redirect guests to YouTube and allow them to view the presentations
· Meet with John and Sam to show how to use the website



	[image: ]Problems/Resolution Action Plan :

· Flyer for the conference has no information on it, only a template
· No further guests speakers are available






	Focus for the Week: 

· Complete all outstanding work and submit by deadline





	Student Signature:


__________________________________


Date:

_________________________________




		Conference Review 


	Planning; Organisation; Management; Marketing of the Event and Conference Delivery 



	

To summarise the experience of hosting a contemporary themed conference online I would say that it was extremely effective. Due to the COVID-19 breakout it was impossible for us to host our conference as previous years have done to avoid large gatherings and so it was decided that an online conference could be a good alternative, we were able to promote our conference as being more sustainable as there were no sections from our planning that required the use of wasteful products as invitations, meetings, logo choices, slogans, team updates, liaising with guest speakers, etc. were all done online.
Our conference delivery of the end product had turned out far better than initially expected; all major items were completed by deadline despite there being tension amongst the group at some points. Overall successful and pleased with the end result.
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Meeting Minutes

Attendees: Molly, Laurence, Ranad.

Agenda items

I Deadiines
Il Technical Meeting

Discussion

I Potential Slogan- “Welcoming Change”

Il Technical meeting discussed and trialled ways to record our presentations, 2 options were
decided separate uploads of our mobile phone recording of ourselves and presentation or
complete recording of presentation through Microsoft teams. Deadline for finished
presentation will depend on which method of recording is selected, option 1 will need to be
completed by 25 of May and option 2 will need to be completed by 1%t of June.

Il Need awhole group discussion on how the website layout holds our content may lead to a poll
decision.

IV. Mo to work with marketing to create promotional content using Canva pro.

V.  Marketing missed the deadline for production of flyers, when are they going to be complete?

VI Ranad is going to send a final round of emails to acquire another guest speaker but if unable
to will look into idea of a small promotional/charity video instead.

VIl Deadlines are becoming more critical so update of Gantt chart is important to keep us on
track.
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Meeting Minutes

Attendees: Molly, Robbie, Mo

Agenda items

I Website Update
Discussion

1. About us section missing information.

IIl.  Decision has been made on the layout of bio, pictures and links to videos.
. Al happy with colour scheme on website.
IV.  Need to create a brief overview of the conference.

V. Logo is not visible on the website.
VI.  Everybody to have access to the website so they can see the updates and take screen shots

for their learning logs.
Action items Owner(s) Deadline Status
‘Send About Us info Marketing Team 21/05/2020 Urgent
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We are a student group of the International Hotel Management class at the.
University of Wales Trinty St. David with the purpose of increasing conversations
about contemporary themes in the hospitality and tourism sectors.

To meet this purpose, we have created 3 website a5 3 virtus| area where
collaboration can occur about these broad themes such as waste issues,
biodiversity loss, health and wellness, and terrorism.

‘The form it will take is monthly slide shows with specific topics, a monthly
newsletter, and interaction in blog format.

We invite you to participate in one or il of these endeavors

Afinal ask is that you forward this on to your students so they can participate.
with us incressing the diversity and creativity to our website

Looking forward to you joining us on this journey,
1HM Team

- 70% + Give Feedback to Microsoft
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