Script notes:
Responsibilities finance
My role within the event was finance manager. There is more to financial management than merely keeping track of money. It's the strategic framework that turns imaginative ideas into lucrative reality for events. Planning, coordinating, managing, and overseeing your event's financial operations is known as financial management. (EVM Institute, 2024) My responsibilities within this role included:
· Developing and managing the overall budget for the event
· Estimating the costs for the venue hire, decorations, entertainment, and catering service
· Overseeing all event-related expenses to avoid overspending
· Approving and recording purchases and payments
· Keeping track of balances and future payments
· Managing ticket revenue
· Maintaining accurate financial documentation
· Allocating funds according across all sectors
· Utilising opportunities to save money without reducing the quality of the event
· And evaluating the financial performance of the event.

Decorations responsibilities 
As well as finance manager, I also co-managed decorations. Within this role my responsibilities included:
· creating the event's overarching theme and décor vision.
· developing colour schemes, mood boards, and styling ideas
· choosing ornamental items such masks, custom decorations, draperies, and props.
· Making sure every decoration complements the masquerade concept and ambiance of the event.
· planning the location of décor and visual flow by doing venue walkthroughs.
· monitoring decorating costs and oversees décor budgets.
· keeping the venue's appearance consistent throughout the event.
· Making sure decorations don't obstruct pathways, exits, or safety equipment.
· promptly resolves décor-related problems during the event
· overseeing the repair of the venue and the removal of post-event décor.




Teamwork and leadership
Events are a great way for businesses to build community, raise brand recognition, and generate leads and sales. They need a good deal of preparation and effort, but there is no getting around them. When it comes to event day, cooperation and teamwork are essential for success, even though event planners can take care of part of the paperwork (Jenkins, 2021). During our event, my teamwork consisted of attributes such as: 
· working well with my team to strike a balance between the allowed event budget and imaginative décor ideas. 
· kept lines of communication open between the vendor, operations, décor, and finance teams. 
· worked closely with employees and vendors to guarantee a successful event.
As well as teamwork, leadership is also crucially important when running an event. During our event, I possessed leadership skills such as:
· Taking initiative to swiftly resolve operational and décor-related problems
· Remaining accountable and professional over the whole planning process.
· Motivating the team to accomplish event objectives while adhering to financial and scheduling restrictions
Belbins Teamwork Framework
Belbin’s team roles are nine behavioural patterns that describe how individuals contribute within a team. (Channell, 2021)
With regards to our event, I possessed the traits of the implementer, the plant and the specialist behaviour profiles. After transforming financial ideas into workable budgeting techniques for the occasion and effectively planning and monitoring event costs to keep the budget under control, I recognised the implementer behaviour. Similarly, after utilising budgetary and financial expertise to facilitate effective event planning and suggesting creative methods to create an immersive masquerade environment at the location I noticed the possession of the plant and specialist behavioural traits.


Finance Breakdown
Here you can see a breakdown of all the finances surrounding the event. The tables show the overall outgoings spent on the event, and the total incomings from ticket sales. Overall the team made a £278 profit.
What worked well
· During the event there was strong communication with the team which in result supported the coordination between the different departments.
· Cautious budgeting also helped with controlling the overall cost of the event.
Challenges faced
Some of the challenges the team faced were last minute changes and cancellations of voluntary staff, limited time available to set up the drinks reception, and managing payments while awaiting the ticket revenue payout. Although these challenges proved stressful at times, the team did a great job at overcoming them.
Lessons Learnt
Throughout the event, I learnt that sponsorships and free service opportunities can help to reduce the overall cost, and that practicality and safety should be balanced with creativity when decorating.
What we would do differently
If we were to do anything differently, I’d have volunteers taking payments and details for raffle tickets. The team did it during the event which caused confusion and took us away from the actual event.
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