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1. An Overview and evaluation of our event.
An evaluation of an event is principal. It is important to identify what went well in your event and what needs to be improved for next time. “The key challenge is for evaluation to become ‘what we do’ rather than ‘something else we have to do’”. [Sharples. L. Crowther.P. et al. (2014)]. It is important to evaluate during the event as well as after the event is finished. There are numerous ways to evaluate, such as making observations during the event, gaining feedback from the public and to compare your event to relevant competitors. The reason behind evaluating is to ensure that you collect any data that will help you improve your future strategy, to know if you have chosen the correct target audience and to ensure that your event met all the expectations of your attendees.
During the evaluation of an event, you must have aims you demand to reach which in term will determine your goals and your strengths and weaknesses. “Goals also help align your focus and promote a sense of self-mastery. In the end, you can't manage what you don't measure and you can't improve upon something that you don't properly manage”. [Riopel. L. (2020)]. Our main three aims were to hold a successful event for the public to enjoy, to raise awareness for the charity that we decided to collaborate with and to support, and thirdly to demonstrate our skills in developing a public event, such as our organisational skills. 
After completing the process of planning for our event, we were successful throughout the whole process including the way we dealt with issues which could have led us to negative situations. Instead we knew exactly how to deal with each challenge and hurdle by supporting each other through regular face to face team meetings and open and honest discussions respecting each other’s opinions. This proved how important it was to have daily updates from each other, to communicate and know how to help and support each member of the team. “It’s about the fact that keeping up on the project is a necessity of getting the work done successfully.” [Harned. B. (2017)]. Our communication strategy was to hold team meetings via social media apps such as Snapchat, we also held the odd meeting face to face and discussed issues over email. We chose these methods and to use Snapchat as our main platform to communicate as we were not together often and needed a quick method of responding, and we did not struggle to do so. We all stuck to a clear plan and all stayed in regular contact, we were ready and there for each other whenever challenges approached. Secondly, as we all had strong communication skills internally, we all understood our main roles and what tasks came with that specific role. Anything a member did not fully understand we were there to support once again. This was achieved through group chats, face to face meeting and also through email. This was a positive form of keeping updated on a daily basis. 

2. Reflective analysis of the event planning stages for our event. 
Planning is the most important process of an event. Without a planning strategy there would not be an event. “The increased importance of planning is because of its key role in helping to deal with the uncertainties of events.” [Shone. A, Parry. B. (2004)]. In our personal event, we had a clear structure of our planning process in order to ensure a successful turnout. We all understood what was needed to be done. We created a plan on who is in charge of what task which also included a date we needed it to be completed by. This ensured us to keep us on top of our work for us to be able to host our event in time. Creating strict deadlines personally worked well for me, because once I have a target for my work I am focussed and begin my tasks weeks ahead of its due dates to ensure the standard of my the work is high.
 Once we were clear as a group of our individual tasks, we went ahead individually doing our part and finally came together as a group to help each other out and bring each element of the event together. If we found a certain task difficult but found it hard to see each other in person, we made sure we had regular contact at all times with each other using apps to keep each other up to date on progress and what needed to be achieved. Though this was effective to some extent, there were times where our messages overlapped and we duplicated work.
Upon reflection, in order to improve next time and the next event overall, it would be more effective to discuss the strategy through more face to face meetings which would ensure that we have a clearer understanding of who is leading on what task in order to avoid any confusion. I would also develop our marketing strategy before the event and ensure that it contains a contingency plan should the original plan fail. Our strategy was to use Social Media such as Facebook and Instagram to promote the event due to how large and popular these channels are with our chosen target audience, but unfortunately this seemed like it did not work as well as we thought. 
We agreed to market and promote the event over social media, mainly Facebook, as this was a cost effective way of advertising that did not cost money. It was a must that all tickets should be sold up front prior to the event taking place. This was one stipulation of the venue. However, though many had noted on Facebook that they were interested in the event and would be attending, we struggled to sell tickets and reach those individuals to encourage them to attend. Many students also prefer to buy their tickets on the door instead of buying them before the event which was an issue. Therefore trying to persuade the public to purchase the tickets beforehand came rather difficult and was a challenge for us.  Our marketing strategy lacked a back-up plan and did not consider the risk of low take up, we could have also researched into our target audience trends in terms of how they purchase tickets  and we did not allow ourselves enough time to change our strategy .We also narrowed our target audience by promoting the event on Facebook alone. This caused some stress for us as individuals trying to encourage the public to attend. On reflection we should have more face to face meetings, ensure that our marketing strategy includes a contingency plan, we should research the trends of our target audience and put our theory in terms of adequately timing our tasks to practice. I feel that the other elements of our project worked well and I would do everything else the same way as we did this time. 

3. Reflective analysis of our own role in the planning and the skills acquired.
Reflecting and evaluating your work throughout a project is majorly important and being your own ‘critical friend’. Even though reflecting and evaluating your role inside a group is important, reflecting and evaluating your role as an individual is just as important or even more. “Time spent in personal reflection is also an opportunity to measure your progress in a positive way”. [A Conscious Rethink. (2020)]. Evaluating my own personal role has highlighted the elements of project management and planning that I enjoy throughout the process. My strengths were creating and researching the quiz, and creating the arrangements for the actual night. The reason behind this is that I am interested in the creative elements behind the event planning process. However, my weakest point, even though I enjoyed most of the planning behind the event, was the financial planning. Though I understood and contributed towards the foundation of financial planning and forecasting I enjoyed this element the least as it’s less creative. As a result another team member took responsibility to lead on this role as it suited them better.
We all came together as a group and decided who was taking on what role and what tasks were required for each specific role. As our group was small with only three members, we decided to complete most tasks together in order to support each other, and even though we helped each other we did have our own individual tasks. My tasks involved contacting and liaising with charities   and coordinating the quiz and prizes. I created the quiz itself, including the rules, the questions and the prizes, as well as a raffle which took place before the event. I was the main contact between us and the charity and coordinated the partnership working. My tasks involved mainly the creative side of the event including the admin and public relations. Dealing with people and being creative are my strengths and I extremely enjoyed my personal role, I would happily take on the same role next time as it suited me better as a person. Planning this event and playing to each other’s individual strengths proved how important it was to apply the correct roles to the best suited and strongest person. “Great teams also tend to be acutely aware of the requirements they have for any role and therefore the person who will be best suited to it.” [Hartley. S. (2015)]. 
Taking on this role, has taught me a variety of different skills, but also allowed me to identify my areas for improvement and to develop and strengthen my existing skills. An example of this was my communication skills. I worked on and developed this skill by contacting different companies and speaking to different people. This helped to improve my confidence. Secondly, this role helped me to improve my time management and organisational skills. There were so many deadlines we created as a group to make certain we completed all the tasks on time for the event to be able to take place on a specific date. These skills will therefore assist me with my further studies in the future.
The Belbin model suggests, once you have your individual role, this will assist you to develop your strengths as well as your weaknesses. As a result, this well help you manage how you work with a team and how to have a more balanced team. “An understanding of team roles plays such an important part in enabling professionals to adjust to their jobs and each other.”[Belbin.M. (2000)].
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