
Portfolio Document 
 

This portfolio document provides evidence that Silje Marie Aas Gronn (P140210) have 

successfully accomplished her duties as Event Coordinator, Workshop Co-Creator and 

Catering Liaison for the Student Conference “The World Is Our Lecture Theatre” that 

commenced on March 19th 2018. The portfolio provides photographs and documentation that 

tasks were completed within the time frame October 2017 and March 2018. Any additional 

tasks is also highlighted in this portfolio. The student have also provided both a group 

evaluation and a personal evaluation at the end of this document. A group evaluation form 

have also been made as this made it easier for the student to do the overall group appraisal.  

 

21.10.2017 – Final amendments to Senedd application written by myself, Hannah, Bethan 

and Jacqui after the Senedd replied to first application.  

 

 



 

 

 

 

02.11.2017 – Allocation of job roles in 1st meeting regarding the conference. Only myself, 

Hannah and Beth showed up so we wrote down a draft of job roles. It was also then decided 

that the three of us would be in charge of the workshop. 

  

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



01.02.2018 – Started working on workshop and feedback forms for 1st pilot. Hannah, Silje 

and Beth had an initial idea, however, this was not feasible to Bethan came up with a new 

idea on 12th February which is the one in the 1st draft of workshop sheet.  

 

 

 



 

 

 



04.02.2018 – Confirmation from Brod – The Danish Bakery they would provide 100 mini 

Danish pastries for the event (Was later declined by the catering company due to health and 

safety reasons) 

 

 

 

 



13.02.2018 – First meeting at the Senedd to see the layout of the venue and talk to Events 

Officer Clint where we gave a brief number of attendee’s, number of chairs needed, layout of 

the stalls and technical re PowerPoints, TV’s and stage.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



20.02.2018 –1st filming of personal videos for the conference. Second part of the filming was 

done at UWTSD on personal phone.  

 

 

22.02.2018 – Contacting the Senedd’s catering company. This lasted until final confirmation 

on 14.03.2018. All emails were written and replied by myself. Booking form was amended 

with Jacqui on several occasions.  

 



 

 

 



 

 



 

 

 



 

 

 

 

 



 

 



 

 

 

 



 

 

 

 

 

 



22.02.2018 – Daily update to Jacqui on planning of conference 

 

27.02.2018 – Meeting at UWTSD. Created a meeting minutes as the action tasks needed 

status update 

 



 

 

27.02.2018 – Hannah, Bethan, Silje and Billie discussed attire on the day and sent 

information to the girls regarding this. 

 

 

 

 

 

 



27.02.2018 – Daily update to Jacqui about planning of Conference 

 

28.02.2018 – 1st Pilot Run of the workshop and allocation of steward job roles. Students 

present: Silje, Bethan, Billie, Caoimhe and Hannah. 

 



 

 

28.02.2018 – Created meeting minutes for workshop and other roles that was discussed 

throughout the day 

 

 

 

 



07.03.2018 – Second meeting at the Senedd and draft of itinerary made by myself, Hannah, 

Bethan, Billie and Jacqui 

 

 

 

 

 

 

 

 

 

 

 

 

 



07.03.2018 – 2nd draft of itinerary at a café with myself, Bethan, Billie, Hannah and Jacqui 

 

08.03.2018 – Group Skype Meeting with the team. I created minute meetings for this meeting 

as there was a lot that was discussed and many action items needed status confirmation.   

 



 

08.03.2018 – GANTT Chart for WORKSHOP and Catering started by myself. GANTT Chart 

was updated daily by myself and all areas were checked off as complete when it was done.  

 

 

 

09.03.2018 – Major Gantt Chart created by myself after the different teams created one. Who 

did what and attended meetings have been highlighted in the Gantt Chart. If there is no name 

highlighted behind the task, the team completed the task themselves. GANTT Chart was 

updated daily by myself and all areas were checked off as complete when it was done. 



 

 

 

 

 



14.03.2018 – Created Workshop PowerPoint to be showed on the day alongside workshop 

guidance sheet 

 

 



 

 

 

 

 

 

 

 



16.03.2018 – 2nd draft of Workshop Guidance Sheet created by myself, Hannah and Bethan. 

Silje and Beth called each other through facetime to finalise the draft. 

 

 

 



16.03.2018 – Extra chairs were collected from UWTSD Swansea Business Campus to bring 

to the Senedd to ensure more seating. Me, Hannah, Billie, Catherine, Tima, Lydia and Bronte 

helped bring the chair from 301 down to the cars and then moved chairs from 307 to 301 

after. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

17.03.2018 – After reviewing the 2nd draft of the workshop, some spelling errors and 

mistakes in prices were found. I went to the library to re-do this and print off the second 

batch of workshop guidance sheets. Some sentences were amended to make it easier for the 

college student’s as well. 

 

 

 

 

 

 

 

 

 

 



18.03.2018 – Emails were sent to the Catering Company regarding weather warnings that 

was issued across South Wales.  

 

19.03.2018 – On the day of the event we had to get the University-borrowed chairs from the 

cars into the venue. Myself, Bethan, Billie, Lydia and Emma (Jacqui’s daughter) carried them 

from the drop off point into the Senedd where they were searched.  

 

 

 

 

 

 



On the day of the event I had to ensure the catering was correct. Unfortunately there was a 

miscommunication between the catering company and the person in charge of setting it up for 

us as she was not notified that the squash and welsh cakes were to be served in the morning. 

After liaising with her, that was set up at 10:30 am. 

 

During the day I helped with taking photos and videos to put out on Facebook.  

 



 

When there was time for lunch, I ensured that the correct food had been delivered. This 

included 150 Sandwich platters (2 GL portions), 100 Chicken Goujons, 50 Vegetable Sushi 

Rolls and jugs of tap water.  

 

During the day I was also in charge of the workshops alongside Hannah and Bethan.  

 

 



21.03.2018 – After the Conference we had to bring the University-borrowed chairs back. Me, 

Hannah and Billie brought back half of the chairs as these were in Billie’s car.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



22.03.2018 – At 9:30 am we had a de brief of the Conference with Jacqui where everyone 

were critical to their own tasks and what they could have done better. This was to form what 

should be raised in the appraisal. Notes were taken. 

 

After the de brief, a few of us (Silje, Billie, Hannah, Caoimhe and Lydia) stayed behind to deliver the 

rest of the chairs that we borrowed for the Conference. 

 



Group Evaluation 
 

When we started planning The World Is Our Lecture Theatre Conference in October 2017 we 

held our first meeting, however, only 3 of the students attended this meeting. The three 

students decided to allocate the job roles then as this was seen necessary to progress. After 

reflecting through this, it would have been more beneficial to do this at an earlier point or 

when everyone was able to attend. It is believed that the entire group should have contributed 

towards contacting venues, yet this was not the case. Only a few students were actively 

partaking in this, alongside our lecturer. When we were going to contact colleges, everyone 

sent out different emails and we had not agreed on a specific college liaison for this which is 

now seen as problematic as the colleges received too many emails from a wide range of 

different students. The overall communication within the group was poor and more meetings 

should have been planned. Throughout the planning course of this, not everyone was aware 

of what had been sent out to colleges, AM’s, guest speakers or others and this caused 

problems for everyone. We had to go through all emails on several occasions to double check 

numbers and dietary requirements. If whatever we needed was not in any emails, another 

email was sent out to gather that information. This would not have been necessary to do if all 

the information we needed were provided in one longer email. As we had a Facebook group, 

we usually discussed through there, however, because there are 9 of us, some messages were 

not caught by others which caused repetition in things we had already discussed. This was 

tiring for a lot of us because we had discussed this several times already.  

It was decided early on that we were going to send daily updates to Jacqui, however, this was 

not being done. I sent a few daily updates when I thought it was necessary, but I stopped 

sending them as my team was en route and due to poor communication within the group I 

was not sure what others had been doing and not so I did not want to send out updates with 

wrong information. When asking other members of the team what they have done and if they 

could send us the work, it was usually replied with “We will send it tomorrow”, even though 

it was explained that we needed this to complete daily updates or finish minute of meetings.  

The week prior to our conference there was issued several weather warnings the weekend 

prior to the event, yet this was disregarded and no action was taken until it started to snow on 

Saturday/Sunday. I emailed Jacqui on Saturday and asked whether we should send out emails 

to the colleges and guest speakers as this had been discussed in the group. The emails should 



have been sent out when the weather warnings were issued instead of waiting until the last 

day before the event. Some students in the group was alert and sent out emails to colleges 

early on Sunday, others read the messages but decided to ignore them and not help with this.  

On the day of the conference it was noticed that not everyone was doing their allocated tasks 

of the day. We had one student allocated to time management as we only had 4 hours and all 

guest speakers needed to be monitored regarding time. This was not done, causing some 

guest speakers to run over time. Unfortunately, some colleges decided to leave before the 

conference was finished. This was not our fault and we could not have prevented that, yet it 

caused distress regarding the final key note speaker and the final part of the workshop which 

ended up being severely rushed.   

The group effort for this conference could have been better, and it was noticed by several in 

the group that the tasks were not equally divided causing some to do more than others, 

however, after reflecting through this particular problem, it was decided that the reason for 

this is because not everyone pulled their weight in the planning of this conference causing 

some of us to pick up additional tasks so it would be completed. Unfortunately, it is believed 

that if some students did not pick up these additional tasks it would not have been done. It 

was acknowledged that the communication within the group was poor and messages got lost 

in our group chat, and this could have been avoided if we had more group meetings and a 

more professional way to discuss important topics.  

Below I have created a group evaluation form where I have evaluated the groups and all 

individuals. No individuals have been named.  

TEAM A: 

SOCIAL 

MEDIA 

TEAM B: 

WORKSHOP 

TEAM C: VENUE 

AND RISK 

ASSESSMENT 

TEAM D: 

VISUALS 

Team Member A: 

10/10 

Team Member A: 

10/10 

Team Member A: 4/10 Team Member A: 

9/10 

Team Member B: 

6/10 

Team Member B: 

10/10 

Team Member B: 2/10  

Team Member C: 

3/10 

Team Member C: 9/10   

 



TEAM A: Social Media 

The overall team score for social media is 19/30, whereas 1 team member have received a 

10/10 due to the work that was put in. Unfortunately, this team member ended up doing most 

of the work related to social media as others did not comply to their job roles. The remaining 

team members did not show engagement with their task and rarely showed up to meetings 

being held which again forced team member A to do work that was discussed in meetings. 

Team member A demonstrated a cooperative and supportive attitude and participated in 

group discussion. The two remaining team members did not regularly participate in 

discussions and was often seen to read messages but ignore them. All team members 

prepared work in a quality manner. Team member B and C failed to pull fair load, however 

Team Member A stayed focused and put in extra work due to lack of work done by other 

team members.  

TEAM B: Workshop 

The overall team score for workshop is 29/30 as this group contributed to the overall success 

of the planning of the conference and the success of the conference on the day. All team 

members attended meetings, however, team member C missed a vital 2nd pilot run and is 

therefore scored as 9/10. The entire group showed engagement throughout the planning 

process and took on tasks that had not been done and needed to be done within a timely 

manner. The group also demonstrated a cooperative and supportive attitude towards the 

group and enthusiastically contributed in group discussions. All team members helped each 

other throughout this process and the quality of the completed work was above average. 

Group listened to each other’s ideas, supported and helped each other and where appropriate 

asked for help together.  

TEAM C: Venue and Risk Assessment 

The overall team score for venue and risk assessment is 6/20 as this group did not contribute 

to the overall success of the planning of the conference. Unfortunately, tasks were not done in 

a timely manner and emails were sent out without the others knowledge which caused a lot of 

frustration and the emails sent out was unprofessional. This team did not attend group 

meetings on a regular basis and showed little cooperative and supportive attitude to the rest of 

the groups. However, later on in the planning of this conference, team member A did show 

some strengths when doing one part of her task which was the reason of a higher mark. 

Whenever addressing an issue to this group, they went into defence mode and came up with 



reasons to why tasks had not been done. Team members participated in needed changes with 

occasional prompting, but needed reminding to do the assigned work often. Group were 

unable to work out problems and failed to share workload and failed to meet deadlines.  

TEAM D: Visuals 

There was only 1 team member doing visuals as she was seen as the best one to do this. This 

team was rated an overall 9/10. Even though this group did not attend all meetings, everyone 

was aware that this was due to editing and filming visuals that were going to be shown on the 

day of the conference. The team member actively participated in group discussions and 

demonstrated a cooperative and supportive attitude towards the group. Team member helped 

the groups identify necessary changes and encouraged group action for change. Team 

member did assigned work without any reminders from other students.  

OVERALL GROUP SCORE:  63/90 

 

PERSONAL EVALUATION 
 

I personally feel that my effort into the planning of this event was good and I did more than 

what my initial tasks said, yet there was things I did not handle correctly and things I wish I 

had done. Even though I feel I did an overall good job, I should not have taken on so much to 

do and rather allocated remaining tasks to others, however, at the time this was not possible 

as not everyone in the group did their allocated tasks, hence why others like myself picked up 

additional tasks. Yet, I was always working to ensure that my participation in this conference 

equalled or was even more than that of my fellow students which is now seen as problematic 

as I would not let anyone help me with my tasks. Dictionary (2018) defined a control freak as 

“a person who feels an obsessive need to exercise control over themselves and others and to 

take command of any situation”, which I feel describes me throughout this process. It was 

acknowledged that I am extremely focused on the task at hand, and I found that I may have 

been blunt towards some of my fellow students. Throughout this I also found that my style of 

working was questioned by others, however, I believe that I delivered great work in spite of 

working differently from others. I now appreciate the importance of good communication 

after reflecting through this process, and believe that this area can be improved by all to avoid 

any miscommunication.  



The overall experience in planning and conducting this event taught me that I am extremely 

tolerant to others and I work well in a group. On the contrary, it also taught me that I need to 

give people a chance to do their task and not take control over it if it has not been done within 

a certain time frame.  


