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Live Event Project – Health & Wellbeing Event

The Team: Ceri, Penny, Clyde, Jake & Kerene

Our roles within the team were decided using the Belbin team roles method (Belbin, R.M., 

2010) and with Penny as our leader we decided as Health & Wellness week was approaching 

it would be a good idea to promote Health & Wellness with a free event designed for 

Students and the local population.  In addition, we would raise money for a mental health 

Charity – we chose the Swansea Wellbeing Centre a non-profit organisation who offer 

courses that promote mental and physical wellbeing.

We had several meetings to discuss how, where and when the event should be held and 

How we would market the event.  It was decided to work on aptitudes and strengths within

the team and all duties would be overseen by Penny as group leader.  Jake was given the 

task of producing the posters and video advertising whilst the rest of the group would share 

on social media.  It was decided early on that we would make most of our advertising digital 

in order to both reach our target market and planet friendly.

It was clear early on that my role of team worker/administration involved mostly 

procurement, which meant establishing rapport with not only my team but other 

stakeholders such as suppliers and vendors.

Procurement plays a crucial role within the Event Management Body of Knowledge 

(EMBOK), particularly within the Event Project Management domain.  Procurement involves 

the process of sourcing, purchasing and managing goods and services needed for such an 

event as ours (EMBOK, 2023).  My duties included, sourcing, visiting and booking the 

venue, which was the Dylan Thomas Centre, Swansea.  As this was a charitable event, it was 

sponsored by DTC.  I built a rapport with the bookings manager, whom I emailed several 

times to arrange viewing, and request table and refreshment information as well as 
disclaimers for anyone giving or selling food on the premises.  In addition, I printed allergen 

notices for those selling food.  It was vital to the team that all these processes were in place 

to cover legal requirements of food handling and sales.   The Food Safety Act 1990 requires 

that food is safe and accurately labelled (Food Standards Agency, 2003), further, the Food 

Information Regulations (2014) require food businesses to provide accurate and clear 

Information about the food they sell, including allergen information and Trading Standards

Enforce various trading standards laws related to food sales including measures, prices and 

Product labelling.  All businesses selling food must comply with these regulations to ensure 

The safety and integrity of the food they sell and must protect consumer interests (Swansea 

Council, 2022).

I contacted a local charity (Library Plus!) to ask for donations to sell as refreshments, 

enabling us to offer Tea, Coffee and Hot Chocolate on the day.  

I donated raffle books myself and sold raffle tickets to the public as well as stall holders.  I   

checked the laws around gambling first to ensure that we were complying with regulations  

(Gambling Commission, 2023) which states that all raffle tickets at an event, must only be 

sold at the event.

On the day of the event, I helped set up, and directed stallholders to their allocated tables, I 

used my social skills to engage both the stallholders and the public.  I took part in 

demonstrations and encouraged others to follow suit, in addition I spent time outside the 

Dylan Thomas Centre talking to passers-by about our event and encouraging them into the 

building to take part.

On reflection (Gibbs, G., 1988) our teams’ Health and Wellness event at the Dylan Thomas 

Centre was well attended, had many stalls offering education and advice and offering 

products and services to improve mental and physical health.  I was pleased with how 
everything came together on the day, I was slightly disappointed with the amount of raffle

tickets sold and attendance could have been higher.  My team worked well, we could have

thought more about attracting passing trade by advertising outside the Centre, or possibly

contacting businesses nearby to attract their employees.  I have learned that I am a good 

communicator, though there were times when I could have been more vocal within the 

team to share my concerns or ideas, however I also felt it was important to be cohesive and

supportive to the rest of the team.  There were times when discussions became heated and 

I found I was a calming influence.  In future, I will be more proactive within team structure 

and use my influence constructively to improve team morale which will in turn improve the 

outcome of future events.






