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Executive Summary
In this paper a conference in the field of Hotel Industry will be planned, more precisely it will be a food waste Event in which we hope that, the goal is giving some knowledge about issues recommendations and solutions for minimize the waste in the hospitality industry. We want to achieve this result bringing real data regarding the food waste, we are working currently in Marriott Heathrow we want to address the conference to all General Manager of Marriott Uk. 
 We will establish the team that will take care of the planning and we will draw up logs for each week until the event. In these logs, we will show what actions each team member will perform as well as the progress of our activity.
Conference Group
We are working in Marriott Heathrow (general manager: JIT, Operational manager: VERONIKA, Marketing Manager: GENNY, public relation: DIANA) and with the management team we are deciding to give a conference about food waste in Hospitality in UK. We are inviting 200 people (General Managers of Marriott in UK).  We decided to invite two guests from the government that are going to talk about food waste in hospitality in UK. We invited 200 managers but just 100 are going to attend the conference.
Structure of the conference:
· 10.00-10.10 am: welcome notes
· 10.10-10.40 am: presentation by government ministers’ hospitality
· 10.40-11.00 am: coffee break
· 11.00-12.15 am: introduction with Marriott managers 
· 12.15-1.45 pm: lunch break
· 1.45-2.45 pm: recommendation and solution
· 2.45-3.15 pm: afternoon/tea break
· 3.15-4.00 pm: question time
At this stage we don’t need any more sponsorship, because we are working in the Marriott and we are organizing the conference with Marriott. Marriott is going to finance the event.


Details of our Event: 
Venue:  Marriott Hotel London Heathrow 
Heathrow Airport, Bath Rd, Harlington, Hayes UB3 5AN, UK. 
Date: 04 /09/2020
Hour: 10:00 am -16:00pm
Sponsorship: Heathrow, Marriott Heathrow, and the University of Wales.
The capacity of Venue: 100 people
Promotion: Instagram, Facebook, Twitter.
 Team distribution:
General Manager: Jit
Operations Manager: Veronica
Marketing Manager: Genny
Public Relation: Diana













Conference Learning Logs
	Student Name:
	Diana Lima



	Week 1
	Monday July 13th, 2020

	Planning:
· Choosing topics for conference
· Making teams and dividing activities to four major segments
· Weekly meetings
· Observing deadlines and defining tasks for each member


	Organising:
· We formed four major groups to divide workload for the conference
· Four teams- General management, operations management, marketing, public relations
· General Manager: Jit
· Operations Manager: Veronica
· Marketing Manager: Genny
· Public Relation: Diana

	Managing:
· Timelines for every team to recognise the progress of tasks
· Minutes for every meeting to keep track of the operations
· Technical support to be provided for management and marketing activities 


	Marketing: 
· To form marketing objectives and plans
· To communicate objectives and plans with other teams
· Framing design plans for the conference


	Technical:
· Evaluation of standards
· Examination of available support
· Need for new supporting devices

	Problems/Resolution Action Plan:
· Identification of members’ personalities and distribution of team roles accordingly
· Discussion regarding conference objectives and requirements
· Team and group reviews for evaluation of weekly progress on tasks 


	[bookmark: _Hlk28956365]Focus for the Week: 
· Theme selection
· Team allocation
· Task distribution




	Student Signature:
___Diana Lima______________________

	Date:
_____13/07/2020___________________ 





	Week 2
	Monday July 20th, 2020

	Planning:
· Managing conference activities and elements
· Distribution of team roles as per individual themes selected


	Organising:
· Selection of major theme- waste management practices as a form of sustainability in hospitality industry
· Individual themes- issues of sustainability and waste management, food waste management in hospitality sector, recommended measures for reducing food waste
· Deciding on conference structure and timeline
· Selection of participants, volunteers and guest speakers


	Managing:
· Meeting minutes for division of main theme to sub-themes
· Selection of different teams for discussion on separate themes
· Negotiation and conflict management within groups
· Developing core participants and speakers for conference


	Marketing: 
· Decision of developing online website for marketing conference
· Collaborative working between operations, marketing and public relations team for marketing activities
· Evaluating progress for operations and public relations teams


	Technical:
· Creation of online conference portal through website
· Collaboration between different teams to reduce workload and simplify complexities 
· Website interface design ideas and identifying probable sponsorships
 

	Problems/Resolution Action Plan:
· Communication issues between team members
· Ineffective teamwork affecting progress of meetings
· Decision regarding conference website layout and other variables
· Teamwork building activity required


	Focus for the Week: 
· Comprehensive layout for main topic and sub-topics for the conference to be developed
· Developing strategies for better communication within teams and stakeholders
· Cooperative working between operations and management team regarding technical matters and requirements




	Student Signature:
_____Diana Lima____________________

	Date:
_____20/07/2020___________________ 





	Week 3
	Monday July 27th, 2020

	Planning:
· Distribution of speaking time decided for volunteers, guests and participating groups 
· Identified charities and small organisations associated with waste management
· Team interaction and involvement evaluation through progress examination
· Creation of basic components within the website interface for the conference


	Organising:
· Evaluation of existing deadlines
· Decisions regarding online streaming of conference
· Technical requirements finalisations


	Managing:
· Group discussion based on the existing meeting minutes from previous weeks
· Evaluation of progress from every team
· Public relations team activities redistributed and collaborative working between marketing and public relations team


	Marketing: 
· Marketing plan and operations realigned as per requirements
· Creation of promotional content for the website
· Contact list and mailing list generated for guest speakers, sponsors and participating members


	Technical:
· Effective communication strategy for teams and participating members
· Sales and promotion matters examined by operations, marketing and public relations team
· Price and availability of technical support decided 


	Problems/Resolution Action Plan:
· Availability of technical support for large scale digital conference
· Constant evaluation of marketing plan revealed lack of organisation between operations and marketing function
· Collaborations increased with participating firms and charities for better fund collection and sponsorships


	Focus for the Week: 
· Public relations and operations team to decide on the finalized version of website layout
· Completed list of potential sponsors for the event
· Complete list of charities to be included for the conference




	Student Signature:
____Diana Lima_____________________

	Date:
___27/07/2020_____________________ 





	Week 4
	Monday August 3, 2020

	Planning:
· Recap of previous ideas and progress evaluation for conference activities
· Confirmation for guests and sponsors for the online conference
· Confirmation of available technical support


	Organising:
· Examination of technical and audio-visual support system
· Examination of website layout and user interface
· Marketing and public relations team activities evaluated 


	Managing:
· Evaluation of progress for every activity
· Sponsor meetings and fund allocation for budget
· Examination of audio-visual elements 
· Creation of draft conference schedule


	Marketing: 
· Designated spots for sponsors on website
· Development of charity plans and budgetary requirements
· Formulating communication plan and strategy during conference


	Technical:
· Adjusting website layout and making changes as per requirements
· Identifying issues with audio-visual equipment
· Collaborating with public relations and operations team for better communication plan with sponsor and charities


	Problems/Resolution Action Plan:
· Problematic audio-visual equipment requires remedial measures
· Reforming schedule as per sponsor requirements
· Readjusting website layout for sponsorship advertising and accommodation of charities


	Focus for the Week: 
· Changing layout for the website and creating larger banners for sponsors disrupts the core image display for conference
· Better communication between sponsors and public relations team required for increased efficiency in message delivery




	Student Signature:
______Diana Lima___________________

	Date:
___03/08/2020_____________________ 





	Week 5
	Monday August 10th, 2020

	Planning:
· Finalise website layout and discuss fund collection process for charities
· Complete listing of sponsor, guest speakers, participating brands and charities
· Finalise audio-visual equipment 
· Evaluate network requirements and IP security measures


	Organising:
· Communication with public relations team and marketing team regarding finalised charities and guest speakers
· Meeting between operations team and general management team regarding security issues and operations progress for fund collection and distribution
· Evaluation of internet security and digital display options for conference


	Managing:
· Essential security items and markers for online conference 
· Necessary audio-visual components for group meetings
· Examining fund collection process through website


	Marketing: 
· Creation of presentations and digital posters for advertisement on different digital channels
· Social media campaigns
· Communication with charities for their adverts
· Sponsor meeting finalised 


	Technical:
· Website layout finalised
· Payment links established
· Digital adverts finalised
· Equipment essentials finalised


	Problems/Resolution Action Plan:
· Security levels for IP addresses visiting the website need to be evaluated
· Spam protection needed
· Redirecting to client homepage issues and other bugs regarding website need to be resolved
· Payment schemes for charities need to be developed 
· Internet speed and steadiness need to be maintained throughout the conference


	Focus for the Week: 
· Creation of digital adverts, posters, presentation for social media campaigns
· Identification of security issues within website and portals for conference
· Focus on essential technical requirements for smooth conference process




	Student Signature:
_________Diana Lima________________

	Date:
____10/08/2020____________________ 





	Week 6
	Monday August 17th, 2020

	Planning:
· Running diagnostics tests on website and payment links
· Increasing communication through social platforms
· Increased interaction between participating brands and charities


	Organising:
· Compilation of videos, posts and digital marketing items for better communication strategy
· Evaluation of funds and budget audit for the conference
· Fixing audio-visual elements, speakers and digital tools necessary for smooth functioning of technical items during conference
 

	Managing:
· Identifying core issues within digital tools and resolving them effectively before launch of online conference
· Finalised communication and schedule for conference 
· Key speakers and guest line-up finalised
· Evaluating security measures and possible risks during conference


	Marketing: 
· Increasing social media interaction with participants, charities and sponsors
· Direct interaction with key speakers and charities
· Releasing digital adverts for social media platforms
· Developing mitigation strategies for unplanned digital risks and mishaps


	Technical:
· Installation of firewall and security measures within website
· Measuring security measures within the various components of the conference
· Evaluation of technical tools and components
· Creating backup of necessary technical components and power supply


	Problems/Resolution Action Plan:
· Issues of internet security resolved
· Complex firewall system applied for lowering external threats
· Additional inverters and power supply components added for better functioning of technical components


	Focus for the Week: 
· Deliverance of materials to management team
· Complete and finalised website been put up for conference streaming
· Charities and payment options up and running
· Smooth and streaming communication channels within the website for stakeholders of the program




	Student Signature:
_______Diana Lima________

	Date:
__17/08/2020______________________ 





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



	The conference would provide a detailed knowledge regarding the issue of food wastage that is evidenced in the UK hospitality industry. Collaborating with Marriott Heathrow would increase the authenticity of the conference being essential for the hospitality sector. Since the planning strategy and work distribution strategy, for the conference was effective, there were no delays in meeting deadline for the project. It was beneficial for the organisers to collaborate with local charities invested in waste management to produce better awareness for the sustainability procedures in waste management. Gathering funds from sponsors for the launching of this conference was simple and effective as the goal for forming the conference was in alignment with the SDG12 established by the UN for improving hospitality services. 
The project deliverables could be communicated through a report or presentation format as progress was not delayed and there were very few high-risk issues while working as teams.
The online conference strategy would enhance participation experience for all stakeholders and viewers during COVID. Since the issue of sustainability is impending problem within the UK hospitality industry, the conference would garner broad-scale viewership and attention. 





Appendices
Meeting minutes: Week 1
Attending members: All
Agenda items
1. Virtual meeting
2. Selection of theme
3. Marketing plan and website development plans
	Action items
	Owners
	Deadline
	Status

	1. Theme selection
	all
	Day 1 - day 3
	Deadline met

	2. Formulation of teams
	all
	Day 3 - day 5
	Deadline met

	3. planning for marketing operations
	Marketing team, public relations team, operations management team
	Day 5 – day 7
	Deadline met

	4. Website plan
	Public relations team, operations management team
	Day 5 – day 7
	Deadline met





Meeting minutes: Week 2
Attending teams: all
Agenda items
1. Restructuring of teams
2. Evaluation of marketing objectives
3. Selection of sub-themes
4. Funding options and selection of core participants for the conference
5. Forming a schedule related to the activities and work elements for every team for completion of the conference project 
	Action items
	Owners
	Deadline
	Status

	1. Selecting sub-themes
	All teams
	Day 8 – day 9
	Deadline met

	2. restructuring teams
	All teams
	Day 8 – day 10
	Deadline met

	3. evaluating marketing objectives
	Marketing team, general management and operations management
	Day 10 – day 12
	Deadline met

	4. selecting core participants and funding options
	Public relations team, general management and marketing team
	Day 12 – day 14
	Deadline met

	5. Forming work schedule and maintaining progress reports based on the schedule
	All teams
	Day 14
	Deadline met





Meeting minutes: Week 3
Attendees: Public relations team, operations management team and marketing team
Agenda items
1. Developing schedule for conference components
2. Identification of charities and smaller brands interested in waste management
3. Website design and marketing plan fixed
4. Funding for marketing and technical components acquired
Discussion
1. Finalised primary theme and sub-themes for the conference for better communication of ideas to sponsors and stakeholders.
2. Website design finalised to promote local businesses and charities for better tactics of waste management within the industry
3. Fund allocation and budgetary plans developed for effective planning regarding material components for the conference
4. Improved communication within teams after restructuring of members and re-alignment of team roles within the planning strategy
5. Comprehensive planning for guest list and timeline for the conference in terms of order of speeches and interaction types during the course of the meeting
6. Understanding specific requirement of audio-visual equipment and other additional support requirements for better communication during conference. 

Meeting minutes: Week 4
Attendees: general management team, operations management team, public relations team
Agenda items
1. Recap of previous ideas and plans
2. Evaluation and confirmation of existing technical support
3. Evaluation of progress for all teams
4. Examining user interface and website layout
	Action items
	Owners
	Deadline
	Status

	1. Recapitulation
	All teams
	Day 22
	Deadline met

	2. Technical support related issues and evaluation
	Operations management general management
	Day 23 – day 24
	Deadline met

	3. Progress evaluation
	All teams
	Day 25
	Deadline met

	4. User interface and website layout 
	Public relations, general management teams
	Day 26 – day 28
	Deadline met




Meeting minutes: Week 5
Attendees: general management team, operations management, marketing and public relations team
Agenda items
1. Complete listing of guest speakers, sponsor and other stakeholders
2. Finalise audio-visual equipment, technical equipment and additional power supply requirements
3. Examination and evaluation of network security
4. Fund collection and sponsor details
5. Identifying any delays as per the pre-determined work schedule and forming remedial measures accordingly
	Action items
	Owners
	Deadline
	Status

	1. Fund collection and sponsor details
	General management, public relations and operations management teams
	Day 29 – day 30
	On schedule

	2. Network security aspects
	General management and operation management teams
	Day 30 – day 31
	On schedule

	3. Equipment needs and requirement evaluation
	General management and operation management teams
	Day 32 – day 34
	On schedule

	4. Finalised and completed listing of participants in the conference
	Public relations, marketing and operations management team
	Day 35 – day 36
	On schedule





Meeting minutes: Week 6
Attendees: All teams, sponsors and participating businesses, charities 
Agenda items
1. Identification of network issues and security problems with website diagnostics 
2. Resolving and finalising internet and power supply components for the conference day
3. Evaluating potential fund gathering and online footfall for the conference 
4. Observing new and finalised layout as per sponsor and participants confirmations
5. Visual achievement of work schedule as per expectations
Work schedule
	Work schedule
	Days allocated
	Progress 

	Selection of themes, team distribution, marketing plans and website layout options
	Week 1 (day 1 to day 7)
	On schedule, achieved

	Selection of sub-themes, resolving team issues, identifying funding opportunities and sponsors
	Week 2 (day 8 to day 14)
	On schedule, achieved

	Forming conference components, discussion on funding for marketing and equipment costs, collaboration with charities and smaller organisation, discussion regarding progress of work
	Week 3 (day 15 to day 22)
	On schedule, achieved

	Recapitulation of ideas and plans, evaluation of available support, funds, progress of teams, website diagnostics and layout
	Week 4 (day 23 to day 28)
	On schedule, achieved

	Sponsor agreements, evaluation of security concerns, completion of guest  and participant list
	Week 5 (day 29 to day 36)
	On schedule

	Resolving network and diagnostic issues, power supply issues and external threats resolved, backup plans for additional power supply and essential technical support acquired, evaluation of potential footfall and fund gathering aspects for charities
	Week 6 (day 37 to day 42)
	On schedule



Discussion
1. Network problems that could hinder the progress of the conference are identified and resolved
2. Diagnostic errors for the website has been observed and resolved for smooth communication and user friendliness during conference time
3. Conference schedule has been fixed and advertised on the website as per sponsor requirements and charity organisations’ demands
4. Increasing footfall of viewers expected for the website due to potent discussion topic of waste management within hospitality sector and presence of Marriott Heathrow as a leading sponsor for the conference
5. Digital requirement of white boards and projectors have been examined and addressed by operations management team, increasing social media advertisements within university, social platforms and other digital channels increased footfall to the website
7. Collaborative working within the teams is essential in the finals week to understand the progress level and resolve essential issues that require multi-faceted involvement
8. Increasing traffic to the website requires stricter website security and firewall installation to reduce risk of data theft and piracy, operations management and general management has to consider the aspects of data security concern for the participants during the conference activities
9. Payment activities and links within the website need to be examined and ensured safety for efficient and successful integration of charity and sponsor relations through the conference; better safety and security measures within the website and digital tools provide better authenticity and security to the participants
10. Changing the final layout and updating essential information on website before the conference page goes online would ensure better communication of operational elements during the conference, it would also increase footfall of participants and viewers for enhancing the core elements of the business procedures




















Appendixes:
[image: ]





[image: ][image: ][image: Heathrow Hotels | Find the Perfect hotel for Your Stay]
[image: ][image: ][image: London Heathrow Marriott Hotel, Harlington, UK]
1
[image: C:\Users\samantha.birdsell\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\5FEB1F47.tmp]
image3.jpeg
@]

UWTSD

PRESENTS
GLOBAL TOURISM AND THE HOSPITALITY INDUSTRY




image4.jpg
@ instagram.com/f

Start capturing and sharing your moments.

et the app to share your first photo or video

[pm——. R




image5.png
A
) HEATHROW
AIRPORT
HOTEL




image6.png
@ safari File Edit View History Bookmarks Develop Window Help 7% (%3 Fri12:31 Dianalima Q

e0e < [in) # twitter.com [ o n =)

Food Waste Conference

New to Twitter? 4

Sign up now to get your own persona

food waste (

\

REDUCE
1]

1
WASTE

Food Waste Conference

What's happening

UEFA Europa Leag... - Augus

Sevilla FC vs Inter Milan

Soccer - Trending

Official twitter account Food Waste Conference 2020 Andrés Ferndndez

ending in Spain
Lola Indigo

= Condé Nast Trave.

'd use cookies, incl





image7.png
Job | in Tha

Start capturing and sharing your moments.

e

B cooterence 0o A | B mshedveonsbijp A @) fuopetiageconais  ~ (USRS Samplelsmindoa e | @





image8.png
eviotcy

Radisson Blu
Edwardian, Heathrow

® @

H Sheratbn Skyline Hotel
H London Heathrow

Services UK Limited

Newsid
Google Map data €2013 Google




image1.jpeg




image2.jpeg
Sheraton Skyline London Heathrow
Heathrow Airport Bath Road,

Hays UB3 5BP United Kingdom

Contact person: Marta Mazina

T: 02087592535

E: marta.mazina@sheratonhotels.com

SHERATON

Marriott Hotel London Heathrow
Bath Road, Heathrow Airport
Hays, UB3 5AN United Kingdom
Contact person:

T: +442089901100

E:

A

MARRIOTT
LONDON HEATHROW

Hilton London Paddington
146 Praed Street, London
W2 1HZ, United Kingdom
Contact person: Omkar Joshi
T: 02078500500

Hilton

LONDON PADDINGTON




image9.png
Prifysgol Cymru

Y Drindod Dewi Sant
University of Wales
Trinity Saint David





