


LV6 Contemporary Themes
– Conference Learning Log

	Student Name:


	Daniel Payne



	Week 1
	Monday April 27th, 2020 



	Planning:

· Due to the outbreak of Covid-19, the conference has been moved to an online platform. Along with the move to an online platform has come an opportunity to expand the reach of the conference whilst also reducing the costs associated with holding a large branding conference. Items such as sponsorship, venues, food and beverage no longer need to be accounted for. Therefore, the conference becomes cheaper to hold but also reduces its footprint, making it far more sustainable.
· Theme selection discussed
· Management, marketing and technology groups created
· I have decided to write my paper and present on Insta-Tourism
· Arranged for Sam HR manager at Retreats group, to film a video for the conference







	Organising:

· Teams created – 
Management – Molly, Laurence and initially myself; however this changed to Ranad
Marketing – Robbie, Abdul, Katie, Pavel and Jaliya
Technical – Mo and Myself

· Meeting with Mo – Talked about website, video conference, logo and YouTube channel. I explained that we could use Wix.com instead of Google to build the website as it would create a better finish using the templates supplied. I created a logo and got approval from the group for the logo from the team. Mo created a YouTube channel and then uploaded the logo. I downloaded and self-taught myself the video editing software in order to create the video for the conference. 

	Managing:

· Meeting with entire team – Identified difficulty with role disbursement. Necessary to lead the meeting along with Molly, Laurence and Ranad in order to stay on track and keep points relevant.
· Molly created a Gannt chart to keep track of all tasks
· Management team to support each group and take minutes of all meetings



	Marketing: 

· Conference theme – Global tourism and the hospitality industry
· Discuss brand and target market
· Leaflets and promotional material to be developed



	Technical:

· Create logo
· Website design
· Learn video editing software
· Promotional video to be used to introduce the conference



	Problems/Resolution Action Plan:

· Necessary to change roles with Ranad as she did not wish to continue working with Mo and on the technical side of things. Ranad moved to the management group with Molly and Laurence and I joined the team with Mo. Mo can be difficult to work with and I will have to develop coping strategies to cope with this challenge going forward. 

· Extremely difficult week this week. Issues between myself, Mo and Ranad threatened to put the project in trouble. I spoke with Sam to discuss resolution ideas and it was arranged that Laurence would become the team lead and the person to keep the team in focus, releasing some of the stress I was having and allowing me to work on areas of the website and logo design.


	[bookmark: _Hlk28956365]Focus for the Week: 

· Have allocated tasks for next week - 4th May. Each team to determine what falls under their title and bullet point who is looking at what. Everyone to send photo to Mo for the website. Finalise individual topics for paper and presentation.

· I plan to work on the items allocated to me and produce a website and logo for the team to review along with Mo’s options. The team will then vote on which to use going forward and the technical team can continue to develop these. 



	Attachments:
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	Week 2
	Monday May 4th, 2020 



	Planning:

· Conference name decided – “Hospitrinity”
· Management and marketing groups have had meetings to discuss progress of tasks
· Continued with progress on my Insta-tourism paper
· Received video from Sam HR manager at Retreats group for the conference


	Organising:

· This week team relations continued to plummet. I received no contact from Mo and we did not manage to hold any technical meetings. I will attempt to resolve this next week by arranging a meeting with myself, Mo and Laurence to view progress. 

· I will move to emails to communicate with the team from here on out as I feel using the social channels are causing issues. 


	Managing:

· Poll created and voted on for logo and website design along with the conference name. 

· Discussion regarding an overall introduction video to summaries the conferences themes.

· Attempt to resolve conflicts within the group



	Marketing: 

· Robbie has been selected as the team leader for the marketing team. This will allow for one point of call and hopefully enable the marketing team to make swifter progress. 

· Marketing team are to work on website colour scheme, leaflets and other promotional materials

· The team may create an email list to promote the website

· Once again, the team has reiterated the need for attendance of all members to maintain progress

· Discussed gearing YouTube videos towards topics

· Ask team to develop a slogan so that there is a cohesive theme throughout all forms of media


	Technical:

· Unfortunately, we did not have a technical team meeting this week due to a breakdown in communication. I will look to improve the situation next week in order to progress as a team

· I have now received the presentation from Sam at the retreats group for the conference and will share this with the team. 



	Problems/Resolution Action Plan:

· Once again, the breakdown in communication and the awkwardness of certain members of the team has made this week really difficult.

· I will move forward by attempting to improve the relationship between myself and Mo

· Also, all of my communication will move to email and teams as to negate the issues experienced through social platforms. 

· I have had real issues with Ranad again this week and I feel this is unresolvable. However, in order to progress the project, I will contact the management team via Laurence and Molly and I feel this will suffice moving forward. 


	Focus for the Week: 


· Improve relations between myself and Mo

· Hold a technical meeting to discuss progress and any issues that arise

· Offer support to the marketing team, as they have the biggest workload at the current time.


	Attachments:

· Each item has been taken to the group in the form of a poll and has allowed the group to decided democratically on the desired logo, website and conference name. 
[image: ]





	Student Signature:


__________________________________


Date:

_________________________________




























	Week 3
	Monday May 11th, 2020 



	Planning:

· Logo and slogan decided and agreed.
· Presentations to be completed on Team with Sam allocating slots and recording them.
· Picture and Bio’s completed
· Discussion about Video to introduce topics
· Discussion on Website layout



	Organising:

· Team relations have improved this week. I have now had a few meetings with Mo and Laurence and feel that progress is being made once again. 
· Molly and Laurence from the management team are offering a lot of support and having Laurence as the point of contact seems to be keeping the project moving.


	Managing:

· Management team have managed to meet with each of the departments this week. Discussion with Marketing team re website design, conference overview and about us section. 
· Update on Gantt chart to track progress






	Marketing: 

· Marketing to complete invitation letter by Friday 22nd May
· Slogan was voted on and decided as “Welcoming Change”
· Website layout discussed – Static images for the bio preferred
· Marketing team to meet with Technical and management to discuss website design and issues.



	Technical:

· Managed to complete two meetings with Mo and Laurence this week.
· Relations have improved and progress is being made once again
· Mo to continue working on the Website design – Mo will speak with marketing and work on colour and sections of the website.
· I have decided that recording on teams will be the easiest way for the whole team to complete their presentations. I discussed this with the team and Sam – Sam will allocate slots for the presentations and then record them. I will then be able to screen record the completed presentations and transfer them into an mp4 format ready for upload to the website. 
· We discussed uploading videos to the website, however, the website does not support this. Therefore, we will need to upload the videos to YouTube privately and then link to these videos via the website profiles. Mo will check that the YouTube videos can be linked when private as certain members of the team would prefer the website to not be published. 
· Copyright discussed, but as the website is not to be published this will not be an issue for this assignment. However, it is something to consider if Sam and John decide to take the website live in the future.


	Problems/Resolution Action Plan:

· Team relations seemed to have improved this week. 
· The technical team are meeting regularly and progressing well with the workload.
· The Marketing team are slightly behind still and until they decide certain factors the other teams are unable to progress further. However, this has been raised and will hopefully be addressed in the coming week. 



	Focus for the Week: 
· Marketing team to complete each of the tasks set out above
· Once marketing team have confirmed style and design of the website, the technical team can progress with the website build
· Mo has offered help to the marketing team as he has Canva professional software, which may help them design leaflets and other marketing items quicker. 




	Attachments:
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	Week 4
	Monday May 18th, 2020 



	Planning:

· Continued planning for the marketing of the conference

· Discussion between the technical team highlighting areas to change and improve









	Organising:

· The conference is fast approaching. The technical team seem to be on top of things however, we are in need of items from the marketing team such as the leaflets, blurbs etc in order to continue the website development. 


	Managing:

· Logo on website needed to change to hold both the UWTSD and the Hospitrinity logos. I completed this with the help of Molly

· Awaiting feedback from Ranad on whether she has been able to contact any other guest speakers

· Molly to continue updating Gantt chart.

· Managing team to chase the marketing team for their work as it is starting to delay the technical team. 




	Marketing: 

· Still awaiting blurb and intro for the conference. Molly will look at doing these as they are needed ASAP. 

· Flyers and Newsletter are still yet to be completed.
· Little communication from the marketing team this week. Will attempt to increase the communication and get them back on track next week.





	Technical:

· Technical team held two meetings this week. 

· Discussed how to host the videos and how to ensure they are private and not publicly shared

· Mo to continue to develop the website, adding items as and when the marketing team give them to him.


	Problems/Resolution Action Plan:

· Due to the bank holiday, we did not have a whole team meeting. This means it is more difficult to understand where every team is on their projects. We will look to hold a meeting next week with the entire team in order to confirm where projects are and if anyone needs any help or support. 




	Focus for the Week: 

· The conference is fast approaching. The finishing touches will need to be completed such as leaflets and other marketing materials and then uploaded to the website.

· Each person will record their presentation in a designated slot on Monday and then I will add these to the YouTube channel ready for Mo to link them with the website. 
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	Week 5
	Monday May 25th, 2020 



	Planning:

We are getting closer to the conference go live date. 

Sam will record everyone’s presentations on Microsoft teams next Monday and this will then allow the Technical team to re-record them and upload them to the website. 



	Organising:

The marketing team are continuing to delay progress this week. Items that should have been completed are still yet to be done and we are at a point that other members on the management and technical teams will now have to do these as the deadline of the conference is fast approaching. 

	Managing:

Ranad to speak with guest speakers and attempt to gain another person to speak at the conference.

Everyone now has access to the website in order for them to check progress at any time. 


	Marketing: 

Flyers and newsletter must be completed this week as the conference is drawing closer. 

Marketing failed to complete the about us and blurb sections for the website. Molly will now take this over and complete for next week. 



	Technical:

Videos will now be uploaded to YouTube and linked to the website as this is a more efficient use of space. 

I will upload and link all of the videos after they are completed on Monday. 

Mo to add another tab for assignments on the website. Assignments can then be uploaded to here after they are completed and submitted. 



	Problems/Resolution Action Plan :

Once again, the absence of team members in meetings is causing major issues and the marketing team are really letting the side down now. The other team will attempt to pick up the slack this week and going forward in order to progress the conference to its completion date. 







	Focus for the Week: 

Complete all outstanding tasks

Each person to work on their PowerPoint presentation for the videos next Monday.
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	Week 6 – Final Week 
	Monday June 1st, 2020 



	Planning:

Final week to prepare for the conference as the go live date is next Monday


	Organising:

The organisation of the conference continued this week. Steps were taken to overcome issues such as no marketing materials and real progress was achieved. 

Meetings slots were allocated for Monday and the majority of students attended and completed their PowerPoints and videos. A few students decided to film themselves and send them to me and these have now been uploaded to the website. I didn’t receive videos from either Paval or Katie and have passed this information on to Sam to discuss with them. 


	Managing:

Marketing team have really disappointed again this week. Molly stepped in and wrote the blurbs for the website and these have now been uploaded to the website and this step has now been completed. 

Great support from both Molly and Laurence this week. They have really allowed things to progress despite the lack of involvement from any of the marketing team. 

Ranad failed to arrange another guest speaker for the conference and as such the conference will only feature Samantha Wilson-Croft from the retreats group as a guest speaker. 



	Marketing: 

Little to no contact from the marketing team this week. We still do not have any marketing material such as leaflets and as such the group decided to use the original template leaflet designed by Mo and press forward with the planning stages. 



	Technical:

Great progress has been made on the Website this week. 

I have re-recorded all the available videos and have uploaded the ones I have received to YouTube ensuring that the settings are set to private. I have also linked these to the Website in order for them to play seamlessly. 


	Problems/Resolution Action Plan :

Concerns form Abdul this week re privacy and confirming the videos are in private mode on YouTube. I was able to discuss this with him and show him the YouTube site in order to ease any concerns her had. 

I have suggested that myself or Mo meet with Sam and John on Monday in order to give them access to the website. We can then explain how items work and leave them to explore and mark each video. Sam will confirm this by the end of the week. 








	Focus for the Week: 

Conference will be completed on Monday.

Website is complete and all tasks have been completed. 

All minutes and supporting documents for all weeks have been uploaded to share point and are available to view there. 
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	Conference Review 


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



	
The delivery of this conference was rather difficult and came with many challenges. As with any team working exercise, relations between team members can be challenging and issues may arise that need to be overcome. I feel that I managed to work well with the team on the whole. I was able to handle and deal with issues and disrespectful comments and continued to compete work as required in order to successfully complete the conference.

The online nature of the conference also led to issues with the preparation. It became clear quickly that not all members would attend the online meetings and as such decisions would need to be made regardless of their attendance. This once again caused friction, however, this seemed to be the only way to continue to progress the conference despite the pitiful attendance of members. 

This being said, good teamwork and communication did develop between certain members of the team and this allowed the whole team to progress to a state of completion. Whilst issues appeared, they were generally overcome or discounted, and progress continued. 

I feel that the website developed all that was asked of it and that the conference was delivered to the best of our ability given the circumstances. I feel that the size of the team hindered progress, especially without identifying a project manager role. Going forward a smaller, more select, organisational team would be beneficial. 
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