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Event Planner
Company: Old Walls Events Ltd.
Location: Swansea
Job Type: Full-Time
Salary: £25,000 per year

Company Description
Old Walls Events Ltd. is a dynamic and creative event management company specialising in corporate events, conferences, weddings, and community celebrations. We are passionate about delivering memorable experiences for our clients through exceptional planning, innovative ideas, and flawless execution. Our growing team thrives on creativity, collaboration, and attention to detail.

Job Summary
Old Walls Events Ltd. is seeking a highly organised and creative Event Planner to join our team in Swansea. The successful candidate will be responsible for planning, coordinating, and delivering a wide range of events from concept through to completion.
This role requires strong communication skills, excellent time management, and the ability to manage multiple projects simultaneously while maintaining a high level of professionalism and attention to detail.

Key Responsibilities
· Plan and coordinate events from initial concept through to successful delivery
· Meet with clients to understand event objectives, budgets, and expectations
· Source and negotiate with venues, vendors, and suppliers
· Develop event timelines, schedules, and logistics plans
· Manage event budgets and track expenses
· Coordinate on-site event setup, operations, and breakdown
· Ensure all events run smoothly and quickly resolve any issues that arise
· Work closely with marketing and creative teams to develop event themes and promotional materials
· Maintain strong relationships with clients, venues, and suppliers


Qualifications
· Previous experience in event planning, coordination, hospitality, or logistics
· Excellent organisational and multitasking skills
· Strong communication and negotiation abilities
· Ability to work in a fast-paced environment and manage multiple projects

Benefits
· £25,000 annual salary
· Opportunities for career growth and professional development
· Paid holidays and annual leave
· Collaborative and creative working environment
· Employee discounts for company-hosted events

If you are passionate about creating memorable experiences and thrive in a fast-paced environment, we would love to hear from you. Apply today to join the Old Walls Events Ltd. team!
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Stevie-Marie Surman
202 Gors Avenue
Townhill
Swansea
SA1 6RR
07534020678
2508074@student.uwtsd.ac.uk
Dear Hiring Manager,
I am writing to apply for the Event Planner position at Old Walls Events Ltd. I am very interested in the opportunity to contribute to a creative and dynamic event management team that specialises in corporate events, conferences, weddings, and community celebrations. With 15 years of experience in logistics coordination, operational planning, and customer service through my role at Royal Mail, I have developed strong organisational, communication, and problem-solving skills that are highly relevant to successful event planning and delivery.
During my career with Royal Mail, I was responsible for planning and managing time-critical delivery routes, coordinating daily logistics, and ensuring the reliable distribution of high volumes of mail and parcels. This required strong scheduling, time management, and attention to detail to ensure operations ran efficiently and deadlines were consistently met. I regularly interacted with customers, residents, and businesses, building positive relationships and providing professional customer service. These responsibilities closely align with the organisational, client communication, and coordination skills required to plan and deliver successful events. 
My experience also required the ability to work independently while managing multiple priorities in a fast-moving environment. I frequently adapted to route changes, operational demands, and seasonal workload increases, demonstrating flexibility, quick thinking, and effective problem resolution. These skills translate directly to managing event timelines, coordinating vendors and suppliers, and ensuring events run smoothly from initial planning through to successful execution.
In addition to my professional experience, I have actively supported and helped organise school events within my children’s school community. These opportunities allowed me to contribute to event organisation, assist with planning activities, and help create enjoyable experiences for students and families. This involvement has strengthened my interest in event planning and reinforced my ability to contribute creative ideas while working collaboratively with others.
After taking medical retirement from Royal Mail in 2026, I chose to invest in my future by beginning university study at the University of Wales Trinity Saint David. This decision reflects my commitment to developing new professional skills and pursuing a long-term career within event planning and event management. 
I believe my background in logistics coordination, operational planning, customer communication, and problem solving provides a strong foundation for supporting the successful planning and delivery of events at Old Walls Events Ltd. I am enthusiastic about the opportunity to contribute to your team while continuing to develop professionally within a creative and collaborative environment.
Thank you for taking the time to consider my application. I would welcome the opportunity to discuss how my experience, organisation, and dedication could support the continued success of Old Walls Events Ltd.
Yours sincerely,
Stevie-Marie Surman



Stevie-Marie Surman
202 Gors Avenue, Townhill, Swansea. SA1 6RR
07534020678 | 2508074@student.uwtsd.ac.uk | www.linkedin.com/in/stevie-surman-a26906395

Career Profile
Active, hands-on and highly organised professional with 15 years of experience working for Royal Mail, delivering reliable logistical coordination and excellent customer service. Throughout my career I have been involved in the daily planning and execution of time-critical delivery routes, managing high volumes of mail and parcels while maintaining strict operational deadlines.
I am known for being quick thinking, practical, and extremely creative when solving problems or organising tasks. My role required regular interaction with mail recipients, businesses, and members of the local community, providing clear evidence of strong communication and customer service skills. A key achievement throughout my career has been maintaining consistent performance and trusted responsibility across long-term service.
After taking medical retirement from Royal Mail in 2026 to protect my wellbeing, I chose to invest in my future and began university six months later in order to upscale my skills and pursue new professional opportunities. I am now seeking to apply my logistics coordination, communication skills, and operational planning experience to a role in event planning where my organisation, creativity, and hands-on approach can have a positive impact on successful events and client experiences.
Education
2026–Present | University Studies
University of Wales Trinity Saint David
Currently undertaking university study to expand professional skills and knowledge. This experience is helping develop further planning, research, and organisational abilities while building new knowledge relevant to future career progression.
2003–2008 | GCSEs – Grades A–B
Dylan Thomas Community School
Completed GCSEs across a range of subjects including English and Mathematics, achieving strong grades. Coursework required organisation, teamwork, and project planning, providing early evidence of communication, planning, and organisational ability.



Work History
2009–2026 | Postwoman – Royal Mail
Trusted delivery professional responsible for coordinating daily delivery routes and managing time-sensitive logistics operations across residential and commercial areas. The role required detailed planning, customer interaction, and independent working while remaining actively involved in wider operational coordination.
Key Responsibilities and Achievements
· Responsible for the daily planning and organisation of delivery routes to ensure efficient and timely service.
· Delivered high volumes of mail and parcels while maintaining strong accuracy and reliability standards.
· Regularly interacted with mail recipients, residents, and local businesses, providing friendly and professional customer service.
· Built positive relationships with customers through reliable deliveries and clear communication.
· Managed time-sensitive deliveries and tracked items requiring signatures and secure handling.
· Maintained accurate delivery records providing clear evidence of accountability and attention to detail.
· Adapted quickly to route changes, operational demands, and increased seasonal workloads.
· Demonstrated quick thinking when resolving delivery issues or route challenges.
· Worked independently while remaining actively involved with wider Royal Mail operations and team communication.
· Long-term service of 15 years provides strong evidence of reliability, commitment, and professional consistency.
Transferable Experience Relevant to Event Planning
· Logistics and operational planning
· Scheduling and time management
· Customer interaction and client service
· Organisation and coordination of multiple tasks
· Quick thinking problem solving
· Delivering reliable service with positive client impact

Additional Involvement
Volunteer Support – Children’s School Activities
I am always excited to be involved in supporting my children’s school activities and events. This has included helping with school events, assisting with organisation, and contributing creative ideas to improve experiences for students and parents. These opportunities allow me to use my creativity, hands-on approach, and organisational skills to help create positive and enjoyable experiences for others.

Skills
Languages
English – Fluent
IT Skills
Microsoft Word
Microsoft Outlook
Microsoft Excel (Basic)
Royal Mail handheld delivery and tracking systems
Driving Capability & Licences
Full UK Driving Licence
Category C+E (Class 1) HGV Licence
Certified and experienced in operating large Royal Mail delivery and logistics vehicles
Additional Training
Health & Safety Training
Manual Handling Certification
Customer Service Training
Core Skills
Operational planning
Organisation and coordination
Customer communication
Creative problem solving
Quick thinking in fast-moving environments
Hands-on teamwork and reliability
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