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	Week 1
	Monday April 27th, 2020 



	Planning:
· Divide into the marketing team, technology team and project management team.
· Create an overall conference theme
· Brainstorm individual paper ideas, my initial thought was to research sustainable menus in hotels and restaurants.
· Get teams to inform Project Managers of the tasks they need to complete and a time frame
· Arrange guest speakers to enhance our conference.


	Organising:
· Team selection: Project Management- Laurence, Molly, Dan, Ranad. Technical- Mo, Ranad, Dan. Marketing- Katie, Robbie, Abdul, Jalyia, Paval.
· Created a Gantt chart to monitor progress.
· The team organised an extra call on Sunday as there was confusion on a few tasks, the call went ahead but quickly got out of hand with arguing and shouting, it was not a productive call and more people left confused. I believe this was due to no set itinerary for the call.


	Managing:
· Lack of focus from the group, hard to keep the group on track as we had to keep going over information that has been provided in previous sessions
· Limited correspondence from the group, I put out a message asking if everyone could provide their chosen topics so we could avoid overlap in individual papers, only received two responses.
· The organisation of Next Monday time slots for team meetings with Sam.
· I have created a Gantt chart to input all task which will allow us to view progress and remain on track to meet our deadline of 8th June.


	Technical: 
· Initial logo designed but due to change of theme will have to rethink the design.
· The initial idea was to create a continuous video to be streamed on YouTube but upon reflection, it was decided that a website with individual presentation topic videos would be more appropriate as people could view individual subjects that interest them or all of them.
· Website to be designed 
· Videos to be sourced to introduce each person’s topic.


	Marketing: 

· Theme: Current issues in the global tourism and hospitality industry.
· Look into appropriate logo designs to match.
· Research who the target audience should be.


	Problems/Resolution Action Plan :

· Issues with initial team allocation, Ranad swapped from technical to project management, Dan is now on the technical team.
· Communication Limited- Will discuss at the next whole group meeting
· Initially, the team thought we had to create a conference on sustainability but after further information, we now know the individual presentations just have to pertain to a contemporary theme in tourism and hospitality. 
· Informal meeting with lack of structure, an informal meeting was called by a member of the team that was unproductive, in future all meetings will be arranged and hosted by a project manager to make sure no time is wasted in unproductive meetings that leave people more confused.


	[bookmark: _Hlk28956365]Focus for the Week: 
· Allocate tasks within-group ready for Monday and provide a brief overview of tasks.
· Finalise individual topics
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	Week 2
	Monday May 4th, 2020 



	Planning:
· Assign a single project manager
· Assign a marketing team leader
· Continue to look for a guest speaker
· Each person to create a small profile to be upload as an introduction on the website


	Organising:

· Laurence Blake assigned overall project manager
· Robbie Baxter assigned marketing team leader
· Gantt chart still to be filled in
· Polls to be set up on teams to vote for logo, name and website to allow everyone an equal opportunity to have their opinion heard. 
· The marketing team are holding a meeting on Sunday, unfortunately, due to family commitments, I am unable to attend but believe other members of the management team will be there to take notes. 
  
 
I have informed the group that I am not able to meet on Sundays as this is the one day a week I have set aside to be with my family and they should schedule meetings on the 6 days a week I am available if they need me to be there. 


	Managing:
· Continue to promote the importance of all members attending meetings
· Liaise with the marketing team to ensure all team members have been allocated tasks for Week 3.
· Receive designs from the technical team and create polls for the whole team to vote.
· I think both the 2nd and 4th logo designs are key contenders but ultimately voted for logo 2 as I think it represents tourism and hospitality in a fun and contemporary way.
· I voted for web design 2 as it had a contemporary and sophisticated layout and the colour theme matched the universities which I thought was a good way to link back to our connection with the university without necessarily covering the page in the UWTSD logo. 

There is some underlying tension in the group still, some aimed at myself and I am unsure why I am going to suggest at the next team meeting we remove the use of social media as a form of communication and rely on emails as most professional teams would to eliminate this and keep the group moving forward at a progressive rate and stop people from feeling ostracised. Every time I have put forward an idea or thought this week it has been shut down without even discussion leaving me feeling pretty excluded from the team. 



	Technical: 
· Variety of logos have been created ready to vote on
[image: ]
· Both Dan and Mo have created websites for the team to vote on before we start filling out the information, this is an important stage as the entire project is built upon this and this will be how our attendees interact with us.
[image: ]
[image: ]

 It has been decided that each presentation will have an introductory video to accompany the presentation, to set the scene and draw in the watchers. 

	Marketing: 
· To create a potential emailing list to send the link of the website to once it has gone live.
· Develop a brand voice through promotional factors such as colour schemes, logo, email signature.
· Research how to generate public interest. 
· Daniel Payne has secured a guest speaker, marketing to think about how they could use this as an advantage when promoting.
· The marketing team has come up with three options for a team name, 1) UWTSD, 2) IH Management, 3) Hospitrinity, we are to vote on these as well to have a decision by the end of the week, I think UWTSD is the best option as it links us to the university and creates a professional feel, IH Management when spoken aloud, sounds like I hate management and therefore I can't vote this, and hospitrinity is a little gimmicky and I think we should be putting forward a professional front. 

	Problems/Resolution Action Plan:
· The biggest problem this week has been group participation after the, for lack of a better word, squabble on Sunday, it has left people demotivated.
· I was unable to attend the whole meeting on Monday due to illness but after communication with project leader Laurence, I am up to date and aware of all that was discussed.
· I am concerned that as not everyone has voted on the polls by the given deadline they are going to come back and say that they are unhappy with the decisions that are made regarding the polls.


	Focus for the Week: 
· Reaching out to the whole group to try and rebuild team morale and keep everyone on track with the designated tasks.
· Complete a considerable amount of research for my individual paper.
· Have a final decision on Web name, overall theme, logo and website design.
· Each person to create a small profile with a headshot to be upload as an introduction on the website and email to Robbie.  
[image: ]
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	Week 3
	Monday May 11th, 2020 



	Planning:
· Look at how well deadlines are being met
· Progress update with the marketing team
· Progress update with the technical team


	Organising:
· Marketing team meeting organised for Sunday am
· Technical team meeting organised for Tuesday am
· Management meeting organised for Tuesday pm 
· Gantt chart updated to keep the team organised and on track for our deadline

	Managing:

· I am working with Robbie to assure all profiles have been submitted as at the large team meeting I was informed that the deadline for these had been missed by several people. 
· Encourage everyone to begin making specific progress on their papers and finding promotional videos to introduce their presentation.
· I have set myself the deadline of Friday to complete the update on the Gantt chart.
· Management to organise a meeting for technical as there was a communication break down last week.
· Everyone to brainstorm slogan ideas


	Marketing: 

· To create flyers as promotional content.
· A promotional email to encourage mailing list to look at our website.
· A mailing list of potentially interested parties.


	Technology:

· Must have a meeting this week
· Update the website to show the team the progress being made
· Work with Marketing to create promotional content



	Problems/Resolution Action Plan :

There had been a few communication issues last week but these have been resolved through mandatory team meetings and the use of emails rather than social media, allowing us to keep communication on a professional level. 






	Focus for the Week: 

Completing all outstanding tasks and update on all progress, the focus should now be heading towards completion of individual presentations as the bulk of work is now complete or in progress. 
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	Week 4
	Monday May 18th, 2020 



	Planning:
I am aiming to complete my paper and send it off for a draft review this week. 

	Organising:
Several smaller meetings are to take place this week, a technical meeting to finish the website & a meeting between marketing and technical to finalize colours and logos.
The decision was made to move the standard Monday meeting next week (25th) to Tuesday as it was a bank holiday and thought participation levels are likely to be small.










	Managing:
A general reminder has been voiced to ensure deadlines are being taken seriously especially the last one for the submission of personal videos so as not to put undue pressure on the technical team uploading them at the end.
Laurence is to take minutes for the technical meeting and I am attending the marketing/technical meeting to take minutes.











	Marketing: 
Happy with colour scheme and layout of the website. Nothing else to report this week, no progress update.







	Technology:
Few bits to add to the website including the Logo we create and finalised this week.[image: ]


	Problems/Resolution Action Plan :
Few communication issues getting info to and from certain members of the team will bring up at the next group meeting to highlight how close we are to the end and its imperative everyone keeps working hard.







	Focus for the Week: 
Finish my Gastronomy Tourism Paper and start creating a presentation for the online conference based upon this. 
Finalise all design for the website.
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	Week 5
	Monday May 25th, 2020 



	Planning:
Scheduled meeting for Tuesday to see how close we are to completing.
Aim for everything to be completely ready for Monday so that all that’s left is uploading the videos of our presentations. 







	Organising:

Individual team meetings to ensure we cover all relevant points with each team. 

	Managing:
The decision was made to move the team meeting from Monday to Tuesday as it was a bank holiday.
After going through the website we were concerned that the about us and conference information were too similar so took the issue to the marketing team. Marketing no longer wanted to write an intro so I have offered to take over this as management thought it was an important element to inform people of why we have done this and rewrite the about us section to make it more specific about us. Old about us and intro                                               New sections to be added to the website
[image: ]		[image: ]


[image: ]




	Marketing: 
Evidence to suggest they are lacking commitment as they are starting to refuse to make elements that were agreed upon in the first few weeks, such as the bio and a newsletter template. Still waiting on updates for the flyers and newsletter that have now been pending for several weeks. 








	Technology:
Mo is working on updating the website with all bio and creating a tab for the papers to be uploaded to. 

	Problems/Resolution Action Plan :
Lack of commitment and focus from some members wanting to take shortcuts now we are close to the end. 
Communication broke down again as several members are not turning up to scheduled meetings.







	Focus for the Week: 
Finalise presentations and send to the technical team.
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	Week 6 – Final Week 
	Monday June 1st, 2020 



	Planning:
Monday morning recording of presentations with Sam on Teams.
Tuesday final team meeting to polish off the website and any remaining tasks.


	Managing:
Very disappointed with the turn out for the final meeting held on Tuesday to discuss the finer points that are remaining, great meeting with those who attended, a discussion lead by Laurence bringing the project to its final few days.
Management set that the last chance to get presentations to the technical team would be 5pm on 02/06/2020 so they have enough time to upload and finalize the website.
I am going to spell and grammar check the website before it goes to John and Sam.


	Technical: 
Have uploaded all bios now.
Dan to upload all videos to youtube and Mo to link them to the website
Final look through the website, all very happy with the design.
Technical have a template created for the flyers that marketing should have created content for but haven’t so we will just showcase what has been produced by them regardless of the issues surrounding the marketing team. 


	Marketing: 
Marketing has gone dark and nobody has had any communication from them this week.
Extremely disappointed with this team their lack of participation has meant that many tasks have been left incomplete or finished to an unsatisfactory level. As a management team member, there are only so many emails we can send before we give up with them, I took over one of their very first tasks last week so they had time to work on other things but that still hasn’t eased the workload that should have been very manageable for the biggest group and I feel very let down by them. 



	Problems/Resolution Action Plan :
At this point Management have agreed there is nothing we can do to resolve the issues surrounding marketing, but we have tried our best throughout this whole process. 



	Focus for the Week: 
The focus this week is simply complete everything we can to our best ability with what we have to work with, we are very happy with the website and now just waiting to see the final product with our presentations attached. 
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	Conference Review 


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



	
Complete Website: [image: ][image: ][image: ][image: ][image: ][image: ][image: ][image: ]

Final Gantt Chart- showing progress of all major tasks: 
[image: ]
Reflecting upon the final product we have achieved in the last 8 weeks; I am extremely happy with the result. The website design and layout is fluid and easy to understand, which is exactly what we were hoping for if it was to go live on the internet. The progress from a single video that would be over two hours long which would be streamed live to individual presentations accessed through a website specifically designed to host this conference and future IHM contemporary theme conferences, unfortunately, my presentation and video recording seem to lag which doesn’t give my presentation the seamlessness I had hoped but this was an issue we were aware might happen for people with poor internet connections, for future cohorts, I would recommend they film it offline and overlay the presentation separately but without access to certain software, this wasn’t possible for me.  Whilst we had a rocky start that set us back we came back together stronger and pulled together until the last few weeks when a major communication blackout form the marketing team left us scrambling to pull together everything we could, for which I am very thankful for those that helped us complete on time. Having worked with this team for the last 2 years I think we could have predicted certain members lack of commitment and aversion teamwork, unfortunately, this has left areas of the project uncompleted and we just hope that isn’t reflected on those who have tried to produce a conference we and our lecturers can be proud of. Overall, I am proud of what we have produced and thought the topics showcased the diversity of the industry and us as a team. 
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