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Slide 2: Roles and Responsibilities
My roles and responsibilities were important ensuring success of the Event. One of my main roles were gaining donations for the fringe area for a local charity raffle being the Pettifour Animal trust. I contacted a wide range of businesses across Wales such as Folly Farm Adventure park, local cake company, Heatherton World of Activities, Escape Yoga and many others. Thank you to these organisations we raised £120 to the Pettifour trust which was a huge achievement and rewarding to support such an amazing charity. I also helped to gain Sponsors for our fringe area (Saluja, 2024).

I worked as a part of the operations team, where I communicated closely with the University's Site Operations team to organise the logistics of the Event from room layout to ensuring opening of the building on the day before and morning of the event. Personally this was a very worrying job being in charge of this but was worth it seeing the day running smoothly from the pre planning of the event. It involved many discussions with Callum from Ops team to ensure that the overall space would work effectively for attendees and speakers (Eventbrite All Access, 2024).

Behind the scenes, I helped to arrange and order decorations ahead of the event which included personalised TEDx banners and ballon arch to enhance attendees experience of the fringe area (Manning, 2024) Whilst this did come with some complications, my event plan helped to ensure I was organised and had backup for the balloon arch. With the help of Tamara we also collected freebies and promotional leaflets for our goodie bags which we had arranged for attendees to help create a engaging and memorable experience for everyone.



Slide 3: Personal Reflection Caitlin Bollard
Being apart of the TEDxSwansea New Beginnings for my Live Events module has given me experience of a life time that will stay with me. It allowed me to apply practical and theory in to a real word situation which will help me for the future events and industry related work. As previously mentioned my main responsibilities included managing sponsors relations and supporting operations planning within the fringe area. This was to ensure everything possible would be smooth for us as a team on the day. It required strong organisational skills, which is widely recognised within the event management practice as without this events such as TEDx could not be run efficiently (Bowdin et al., 2011). 
In the lead up to the event I was in contact with sponsors delivering correct information regarding attendance on the day and information on morning of set up. Whilst also contributing to seek sponsors through teams calls. Highlighted by Donald Getz (2017), communication between different departments is key to event success, working closely with Callum apart of UWTSD operations management allowed set up to become a smooth experience through emails, sharing ideas and suggesting the appropriate room plan for our area in the Vivian Hall. Aligning with Tuckman's (1965) stages of development this was critical in the planning stage of our event using collaborative practices to ensure all aspects of the event which worked well with team development with each having assigned tasks to stay on track to maximise our potential.

Reflecting on my role from completing the Belbin Team Role model (Belbin, 2010) , I aligned with complete finisher. This role is influenced by attention to detail, responsibility and ensure tasks are completed to a high standard. This was shown through ensuring each sponsor was taken care of at their stand and acted as a key point of contact throughout the event. 

Designing a room layout plan I found difficult personally as this was the first time, but visiting the Dylan Thomas Center frequently to visualise the space we were working with allowed to be organised before the event in case of any issues the day before. Taking the role of operations made sure the was a clear structure in place, which meant the team focused on other demands in the Event and supported fast paced environments such as Speakers Lounge and Catering arrangements.

My perfectionist skill was evident through set up in the Vivian Hall, although problems occurred such as balloon arch floats leaking, ensuring I followed the risk assessment in my event plan and had backup floats to minimise damage at the event which thankfully allowed me to breathe again. Through problems such as these I recognised that my strengths are organisation and accountability for when something goes wrong.

Slide 4: Decorations and Operations of the Event
Highlighting my decoration and Operational planning, this slide showcases the branded material which was used in the fringe area to promote Tedx and the design to create a warm and engaging atmosphere in the room as the day was all about connections and thoughts. A floor plan was thorougly thought through to ensure the fringe area could support the visitor flow and health and safety was planned in the risk assessment incase of any emergency. Sponsor visibility when walking into the Vivian Hall was clear and engaging for attendees to help strengthen their brand reputation and interactions. According to research event management is a combination of creativity and operational planning which aligned with our event as our colours, decorations and engagement helped with the audience engagement and positive feedback throughout the event (Event Management (EVM) Institute, 2024) .





Slide 8: Sponsor Feedback
From discussions at the event sponsors were happy with the day from welcomed in the morning to when they left. They gave positive feedback and many emailed after the event to say how happy the event went for them as a Sponsor but as students we coordinated and assured everything went smoothly. Positive sponsor experience is important to maintain as this could contribute to long term relationships and enhance engagement for future events in Swansea under the TEDx Swansea license (Bowdin et al., 2011). The feedback reflects the teamwork over the last few months to bring our visions to life and demonstrating this to our sponsors on the day to gain positive feedback overall. 


Slide 6: Group Reflection

Key areas which will be discussed
· Group Dynamic pre event and On the day 
· Operational Control (Social media, Ticket Sales)
· Planning over helping
· Discuss organisational skills for next time to help before the event setup
· Communication between the group could have been better


