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Conference planning 
Job Fair Event
 
Conference Planning Team : Andreea Popa, Erol Asan, Mihaela Costea, Narcisa Ieremie
 

Executive Summary
In this paper a conference in the field of Hotel Industry will be planned, more precisely it will be a Job Event in which we hope that many people will find a job and many companies will find the right employees.
We will establish the team that will take care of the planning and we will draw up logs for each week until the event. In these logs, we will show what actions each team member will perform as well as the progress of our activity.
Our Event:
 This Event is about the Job Fair.
The name of the Event: Hospitality Opportunities 2020
Our team member, Mihaela, will create a logo for this event.                                    
Erol will receive the staff list from the venue.
Andreea has received the signed contracts from the venue through the legal team.
Narcisa will sign the collaboration contracts with sponsors 
The purpose of the Event
This Event is to help unemployed people in the hospitality industry to find a suitable job and to have as well an option to choose as many companies will attend.
The End result that we want:
      We are willing to end it with 50% of the attendees to become employers. We also want the vast   majority of participants to submit their CVs
 How do we want to achieve it?
We will achieve this goal by inviting important personalities and names from the hospitality industry who will speak at the event.
We will also invite important companies in the field who want to hire staff. (Conferize - Create better events, 2020)
We will advertise in the most important social media sites as well as on television.
Our team is determined and will work hard to make this possible

The goal is realistic
The proposed objective is realistic and quite easy to achieve. We believe that we will exceed even the percentage of 50% employed people because there is a high demand for staff in the hotel industry. Our team is passionate and will work hard to achieve this goal. (How To Organise A Conference: 14 Key Steps To Success, 2020)

Details of our Event: 
Venue:  The job fair is going to take place at the Leonardo Royal Hotel London in Tower Bridge. Trinity & Goodmans Suit
Date: 05 /09/2020
Hour: 12:00 -20:00
The cost will be 25 per person including food and beverage. Equipment is provided by the venue
Sponsorship: Leonardo Royal Hotel London, Marriott Windsor, Sheraton Heathrow, Skyline Heathrow, Marriott Heathrow, Hilton Paddington, Park Plaza Westminster, Novotel Southwark, Intercontinental O2, Inn Park Hotel Westminster, Shangri-La Hotel London Bridge, Athenaeum Hotel Green Park, Ritz Hotel Piccadilly and the University of Wales.
The capacity of Venue: 850 people
Will be 16 HR manager + 32 managers +32 assistant manager +5 organiser and 3 guest speakers
Participation fee: £5
Promotion: Indeed, Facebook, Reed.com, Twitter, Jobcentre, LinkedIn
 Team distribution:
            Erol: Production and Stage, Technical Supervisor and on-site Director of the event
            Narcisa: Sponsorships and Advertising, Marketing Team leader
            Mihaela: Attendee and Venue Management Supervisor, F&B Coordinator
           Andreea: Project Team Leader, Main Event Organiser and Guest Speaker liaison
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– Learning Logs for Conference – 

	Student Name:
MIHAELA COSTEA

	



	Week 1
	Monday, July 6th, 2020 



	Planning:     
· We set the name of our event to be: Hospitality Opportunities
· We have established the role of each member of the team
· We agreed to meet once a week in a meeting, to discuss
· We set the date for the event

	Organising:
· We established the responsibilities and roles: 
· This is our team selection:
· Marketing and Advertising: Narcisa
· Event manager and guest speaker: Andreea
· The venue, Food and Beverages and guest services: Mihaela
· Technical and event responsable: Erol
· I will be responsible for the venue and attendees.


	
Managing:
· We set the schedule for our meetings
· I created a group chat on WhatsApp
·  I will contact the venue staff to discuss about our requirements. 

	Marketing: 
· We have to make our strategic plan
· We will continue to communicate with the rest of the team
· Creating the design for the conference materials
·  I will contact Narcisa to update me with new information

	Technical:
· We need to assist in improving standards for the venue
· We received the list of assets and created the list of requirements for the conference
· I bring the list with jobs descriptions
· We received the Venue space specifications
· Fire codes and legal requirements to be discussed on-site on a later date.
· I will contact the venue staff to see what I have at my disposal (staff, catering-buffet, location, menu, decoration)


	Problems/Resolution Action Plan:
· I pointed out the problems that arose
· The space has certain limitations and we need to talk to the competent people about it
·  It has been decided that whenever an issue presents itself, to bring it to the group discussion

	[bookmark: _Hlk28956365]Focus for the Week: 
· We need to focus on how to make the conference more efficient
· Andreea to prepare the contracts to be approved and signed
· I need more information and I will get in touch with the venue managers.





	Student Signature:

Mihaela Costea
Date: 
6/07/20






	Week 2
	Monday, July 13th, 2020 



	Planning:

· We set the conference budget
· We established the topics for discussion and distributed the topic to each speaker
· I received the job description list from the companies
· Conference management.



	Organising:
· We choose our theme: Hotel Industry Job Market in 2020
· Mihaela will have a motivational speech about finding a job nowadays
· Erol will answer questions from the public
· Andreea will have the closing speech
· We have decided which guests will speak at the conference. These are:
· Rajesh Agrawal, deputy mayor of London 
· Muhammad Cassamo, Placement Coordinator UWTSD
· Dale Clarke, Lecturer UWTSD

	Managing:
· Narcisa, the marketing manager, asked us for additional data
· The project manager, Andreea, handled the problems that appeared this week
· No other problems for this week

	



Marketing: 

· Narcisa created an additional team to help her with the marketing campaign
· The platforms on which the event will be advertised have been established. These are: FB, Instagram,LinkedIn, Twitter
· The design for the flyers has been established.
· A website will be created


	Technical:
· This week, the design for the website, flyers and other promotional materials was approved
· Progress has been made in recent weeks
· Erol asked to meet again this week to discuss technical issues
 


	Problems/Resolution Action Plan :
· Meetings must be held according to plan
· A system for debating ideas has been set up if any member of the team has ideas to propose
· Everything goes according to plan
· There were small problems related to the misunderstanding of some roles in the marketing team chosen by Narcisa but Andreea solved them successfully

	Focus for the Week: 
· We started advertising in the media to promote our sponsors and event
· An e-mail group has been set up to communicate with potential contractors
· Narcisa agreed to have the marketing plan completed next week



	Student Signature: 
Mihaela Costea
__________________________________
Date:
13/07/20
_________________________________





	Week 3
	Monday, July 20th, 2020 



	Planning:

· We recorded promotional movies to be shot during the speeches.
· The final contracts were approved by Andreea and signed
· We need to send the documents to Erol who will upload them to the conference website
· Mihaela will meet this week with the managers from Food and Beverages to establish the menu and other details and requirements. The final menu must be approved this week
· The final photos must be sent to the technical team to upload
· Narcissus to complete the flyers, this week is the final for them
· No issues for this week
 


	Organising:


· Subgroups have been created to help
· Narcisa has completed the promotional materials
· Andreea will check, with each group, to see the progress and what activities need to be done
· The problems will be brought to the attention of the team


	Managing:

· We set the slogan: “New opportunities, from here”
· The management team approved the slogan
· The deadline has been set for all promotional materials to be August 1. After this date, nothing can be changed and they will start printing
· Narcisa will set up a meeting with each of the sponsors to present the materials and be approved by them



	Marketing: 
· Narcisa will work with Erol for ideas on the marketing campaign
· A campaign will be launched at universities to bring the event to the attention of students looking for jobs. The help of the guests from the university is needed

	Technical: 

· Erol uploaded promotional material to the website. Also, the movie and the profile of the event was uploaded
· The first paid advertising campaign has started. Sponsors have free advertising but other companies must pay for advertising on the website
· All other external social media have been connected to our website


	Problems/Resolution Action Plan:

· We need more communication between team members to make sure everything goes according to plan
· Mihaela will meet with Andreea this week to determine what the priorities are for next week
· Erol will visit the venue to see if there are any technical issues 

	Focus for the Week: 
· Sponsors received access to the site to upload their profiles and any movies or other promotional materials
· As of today, a final list has been prepared with what remains to be done to be verified
· The site will be active next week so everything must be completed by then
 




	Student Signature:
Mihaela Costea__________________________
Date:
20/07/20
_________________________________




	
	Week 4
	Monday, July 27th, 2020 



	Planning:
· All deadlines were set for the remaining activities and all team members wrote them down
· All team members will access the site to correct any errors
· The general recapitulation was made for the event


	Organising:

· Future meetings have been set up for members of the various departments to discuss further problems
· All team members are now working against the clock
· Members of the Marketing and Technical departments will meet this week to discuss

	Managing:

· The management team will meet again this week to discuss the sponsors
· All departments are aware of their tasks and there are no problems
 

	Marketing: 

· Narcisa is waiting for the approval of the marketing plan. He is studying with Andreea, helped by Mihaela
· The design of the website was presented to the team who were delighted


	Technical:
· Erol should meet with a copyright specialist to review the website and logo
· The site is ready to launch, it must be approved by Andreea
· No other technical problems this week


	
Problems/Resolution Action Plan:


· If there are copyright issues, they should be resolved this week




	Focus for the Week: 

· Final approval for posters, flyers
· Additional upload of information on the website







	Student Signature:

Mihaela Costea
__________________________________

Date:

27/07/20
_________________________________












	Week 5
	Monday, August 3rd, 2020 



	Planning:

· The website has been successfully launched
· The sponsors have agreed that they can make some small changes only until next week
· The four members of the team will visit the space this week and will make sure that everything goes according to plan.
· Maintain contact with team members, sponsors and partners to prevent possible issues
· Mihaela will make public the final menu
· Narcisa will have another meeting, online, with the sponsors


	Organising:

· An online meeting will be held this week to determine the latest changes
· All team members were advised to respond promptly to emails and keep in touch. Answer the phone
· The team will enter the WhatsApp group online, every day at 3 pm to discuss
· The other subgroups are well organized and know what to do
 

	Managing:

· All objectives are set and carried out in accordance with the established program.
· There are no management problems
· Andreea has no other instructions to give for this week

	Marketing: 
· The ads run according to plan
· It answers questions from the public as well as from some sponsors or people involved
· The guests who will speak at the event have prepared their speech



	Technical:

· Sponsor’s profiles are completed and running.
· All sections are completed with the necessary information
· Mihaela made a suggestion to introduce a new section on the website for assignments
· No technical issues this week
 

	Problems/Resolution Action Plan:
· Everything goes normally, without any problems


	Focus for the Week: 

· If necessary, guest speakers should be assisted
· The final space arrangements have been made. The sets, the lights were set.
· The social media promotional campaign achieves its goal, more and more people become aware of the event and register their participation







	Student Signature:

Mihaela Costea
__________________________________


Date:

25/05/20
_________________________________







	Week 6 – Final Week 
	Monday, August 10th, 2020 



	
· Team members reported completion of tasks
· Narcisa and the Marketing team will continue to run the advertising campaign
· Mihaela has everything set at Food and Beverages
· all team members will be on standby for any updates
· The event is set to take place exactly as we set it





	Student Signature:

_________Mihaela Costea_________________________

Date:

01/06/20
_________________________________





	   Review of the Conference


	How was the Conference in general? How the Planning, Organization, Marketing and Management and Event Delivery took place?




	This Conference was a great success, all participants were satisfied, both people who came to look for a job and companies that wanted to hire staff. More than 50% of job seekers have already concluded employment contracts and 10% have been called for a subsequent interview. The rest of the people have submitted their CVs and will be contacted, due to the short time and a large number of participants.
The sponsors were satisfied with the result because the conference was publicized, images from its time being transmitted by televisions.
Our team is proud of the result obtained because we have achieved and even exceeded the goal.
Special thanks to our speakers, Mr Dale Clarke, Mr Rajesh Agrawal and Mr Muhammad Cassamo who made the conference very interesting and attractive for the participants.
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Schedule :

Doors open at 11.00 to allow participants to acquire entry tickets.
At 11.30 Guest entry to main event hall

At 12:00 Dale Clarke will be open the job fair with a small speech for the side of
organizers and UWTSD “Welcome to New Opportunities”l

At 12:20 Rajesh Agrawal the Deputy Mayor of London for business will have his
presentation on the nature of today's job market and its requirements “Job
Opportunities in London”

Between 12:40 and 13:30, Narcisa will be answering any questions that participants
will have concerning procedures for the event including tips for the participants on how
to make the fair run smoother.

Coffee break at 14:00 till 14:30 at the main entrance. (Lobby, Organisers,
Participants, Advertisers and Guest speakers interact with each other).

At 14:30 -14:50 Mihaela will have an motivational speech for people on “Proper
training for the Hospitality Industry”

Between 14:50 -15:15 Muhammad Cassamo the second guest speaker from the
University of Wales will speak about study opportunities and course details for those
interested in applying for a formal education.

15:15-15:35 Erol will lead a lecture session on the benefits derived from a formal
education and what opportunities are generated.

At 16:00 -17:00: Buffet open

At 19:20 -19:40 Team Leader Andreea will have a speech to thank everyone that
participated in the event, with a nod towards advertisers and sponsors.
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Sheraton Skyline London Heathrow
Heathrow Airport Bath Road,

Hays UB3 5BP United Kingdom

Contact person: Marta Mazina

T: 02087592535

E: marta.mazina@sheratonhotels.com

SHERATON

Marriott Hotel London Heathrow
Bath Road, Heathrow Airport
Hays, UB3 5AN United Kingdom
Contact person:

T: +442089901100

E:

A

MARRIOTT
LONDON HEATHROW

Hilton London Paddington
146 Praed Street, London
W2 1HZ, United Kingdom
Contact person: Omkar Joshi
T: 02078500500

Hilton

LONDON PADDINGTON
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Shangri-La Hotel London

31 St Thomas Street,

SE1 9QU, London, United Kingdom
Contact person: Gemma Barter
T:+44207234800

E: london@shangri-la.com

' ShangriLa hoe

TS0

The Athenaeum Green Park

116 Piccadilly Mayfair,

W1J 7BJ, London, United Kingdom
Contact person: Katherine Power
T: +4402074993464

E: info@athenaeumhotel.com

THE ATH F\J»\FUM

HOTEL & RESID)
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Park Plaza Westminster Bridge, London
200 Westminster Bridge, London

SE1 7UT, United Kingdom

Contact person: Yohann Tudeau
T:+443334006112
E:ppwlinfo@pphe.com

”

Park Plaza

WESTMINSTER BRIDGE
LONDON

Novotel London City South Hotel
53-61 Southwark Bridge Road,
SE1 9HH, London, United Kingdom
Contact person: Lisa Macdonald
T:+4402070890535

E: H3269-hr@accor.com

it
N

Intercontinental London-The 02
Waterview Drive, Greenwich Peninsula
SE10 0TW, London, United Kingdom
Contact person: Chriss Rooney
T:+442084636868

E: info@iclondon-theo2.com

0

NTERCONTINENT

LONDON - THE O2
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UWTSD

PRESENTS
GLOBAL TOURISM AND THE HOSPITALITY INDUSTRY
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LAUNCHING A VIRTUAL AREA WHERE
STUDENTS AND EDUCATORS CAN
COLLABORATE ON CONTEMPORARY IDEAS
AFFECTING THE HOSPITALITY AND TOURISM
INDUSTRIES
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This Agreement for event planning services is hereby entered into by and between
the following parties:

Grape Vine
Winchester House 11 Cranmer Road Vassal
London SW9 6EJ
Telephone:07454763503
Contract Person: Andreea Popa

Leonard Royal Hotel London Tower Bridge
45 Prescot St,
London E1 8GP
Telephone:02079595000
Contract Person: Victor lvanov

READINGS

. Place of the event: Leonard Royal Hotel London, Trinity & Goodmans, Suit

. Address of event: 45 Prescot St. London., E18GP

. Type of event: Job fair event

. Date of event: 05/09/2020,.Start time:12:00pm End time: 20:00

. Scope of work. It is hereby agreed to and understand that Grape Vine Special
Events, in exchange for remuneration as set forth of this subject Agreement.

The total event fee agreed upon is £16000.

AR ON

6. Cancellation client may cancel this Agreement at any time. If cancels up to 14
days prior to the Event Date. Planner may cancel this Agreement at any time.

7. The Parties agree to the terms and condition set forth above as demonstrated
by their signatures as follows.

Signed by Grape Vine Signed By Leonard Royal, Hotel
Signed : Andreea Popa Signed: Victor Ivanov
Date: 06/07/2020 Date: 06/07/2020
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Speaker Agreement

This speaker Agreement is hereby made effective by and between the Speaker and
Event Organizer.

Whereas, Andreea Popa wishes to engage, Rajesh Agrawal to speak at the event
Hospitality Job opportunities 2020

Whereas, Rajesh Agrawal accepts the invitation of the Event Organizer under the
terms of the agreement specific below:

Now, therefore, for and in consideration of the foregoing premises and convents
contain here in, as well as other good and valuable consideration(the receipt and
sufficiency of which is hereby acknowledge), the Parties hereby agree as follows:

1. Scope: this agreement sets fourth the terms and condition of the Speaking
engagement accepted by the speaker, offered the Event Organizer.
this agreement shall be construed to be that of an independent contractor
relationship and no party shall have authority over the other terms of the
contents that are be shared. The information shared by the Speaker is
proprietary and cannot be owned by the Event Organizer.

2. Event Details: the Speaker accepts the engagement for a talk that he shall
share or contribution his knowledge in relation to the following event:
Name of the Event: Hospitality Jobs Opportunity 2020
Description: The purpose of this event is to help unemployed people in the

hospitality industry to find the suitable job and to have as well an option to choose
as many companies will attend.

Venue: Royal Leonardo hotel London Tower Bridge
Date of the event: 01/08/2020 12:00pm
Expected numbers of Attenders: 850

3. Compensation: in consideration of the services rendered by the Speaker,
the Event Organizer agrees to pay to speaker the amount of £3000
Travel expenses shall be shouldered by the Event Organizer and will be
reimbursed upon the schedule event date.

4. Responsibility and Privacy: the speaker shall disclose his professional
qualification to the Event Organizer for the purpose of introduction to the
participants and for published materials.

The Event Organizer shall not disclose or share information about the
Speaker other than what has been allowed to the Event Organizer to
disclose.

Event Signature :Andreea Popa Client Signature: Rajesh Agrawal

Date : 06/07/2020 Date: 06/07/2020
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Speaker Agreement

This speaker Agreement is hereby made effective by and between the Speaker and
Event Organizer.

Whereas, Andreea Popa wishes to engage, Muhammad Cassamo to speak at the
event Hospitality Job opportunities 2020

Whereas, Muhammad Cassamo accepts the invitation of the Event Organizer under
the terms of the agreement specific below:

Now, therefore, for and in consideration of the foregoing premises and convents
contain here in, as well as other good and valuable consideration(the receipt and
sufficiency of which is hereby acknowledge), the Parties hereby agree as follows:

1. Scope: this agreement sets fourth the terms and condition of the Speaking
engagement accepted by the speaker, offered the Event Organizer.
this agreement shall be construed to be that of an independent contractor
relationship and no party shall have authority over the other terms of the
contents that are be shared. The information shared by the Speaker is
proprietary and cannot be owned by the Event Organizer.

2. Event Details: the Speaker accepts the engagement for a talk that he shall
share or contribution his knowledge in relation to the following event:
Name of the Event: Hospitality Jobs Opportunity 2020
Description: The purpose of this event is to help unemployed people in the

hospitality industry to find the suitable job and to have as well an option to choose
as many companies will attend.

Venue: Royal Leonardo hotel London Tower Bridge
Date of the event: 01/08/2020 12:00pm
Expected numbers of Attenders: 850

3. Compensation: in consideration of the services rendered by the Speaker,
the Event Organizer agrees to pay to speaker the amount of £1000
Travel expenses shall be shouldered by the Event Organizer and will be
reimbursed upon the schedule event date.

4. Responsibility and Privacy: the speaker shall disclose his professional
qualification to the Event Organizer for the purpose of introduction to the
participants and for published materials.

The Event Organizer shall not disclose or share information about the
Speaker other than what has been allowed to the Event Organizer to
disclose.

Event Signature : Andreea Popa Client Signature: Muhammad Cassamo

Date : 06/07/2020 Date: 06/07/2020
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KITCHEN STAFF: Chef

Min 2 years experience . own transport required due to rural location
Liaison with supplies and be responsible for ordering and stock control

To carry out and undertake the specific and general duties of the day to day

running of  the Kitchen

Develop the Menu and cost out any changes ensuring that GP are met
To be a team player
Provide cover for Lunch and Dinner seven day a week

To communicate effectively and work professionally at all time
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ROOM ATTENDANT

No experience required as training will be given.

The employer states applicants must be numerate and literate due to having to
follow written instruction and communicating with colleagues and guests.

Duties include cleaning the bedrooms and public areas within the hotel including
dusting, polishing, and vacuuming.

Your role will to be to help prepare holiday homes and to include cleaning and bed making.

You will need to be able to work to a high standard and have an eye for detail and work
within a team

You will be given training on site and a staff uniform

The right candidate you should be 18+ years of age and be able to drive and have the use
of their own car.

Work experience as a Room Attendant or Maid

Experience with industrial cleaning equipment and products

Good physical health and stamina

Flexibility to work in shifts

Ability to work with little or no supervision while meeting high-performance standards
Excellent organization skills

Ability to follow instructions

High school diploma is a plus
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REQUIREMENTS FOR STAFF IN HOSPITALITY INDUSTRY

FRONT OFFICE|

o Previous experience in a customer-focused industry

e Positive attitude and good communication skills

e Commitment to delivering a high level of customer service
e Excellent grooming standards

e Ability to work on your own and as part of a team

o Competent level of IT proficiency

It would be advantageous in this position for you to demonstrate the following capabilities and
distinctions:

e Previous reception experience

As well as having a desire to learn and an enthusiasm for the role and full
training will be given. The successful applicant will have/be:

-At least 1 year working experience as a receptionist or in food and
beverage environment.

-An outgoing personality and a real team player.
-Be flexible in working shift patterns required.

-Successful candidates will have an outgoing personality and be confident
in providing dynamic service.

-Fully computer literate.

e Front Of House: 1 year (Preferred)
® Opera Booking Engine: 1 year (Preferred)
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‘Waiter/waitress
+ Ability to work under pressure
- Excellent attention to detail
+ A high standard of personal presentation
- Confident and professional approach
- To be fully aware of all H&S policies and procedures relevant to your role and department

- To assist in the induction/training and development of fellow team members through coaching
and sharing of skills
Additionally, you must be a friendly, kind, honest and reassuring person and an
effective communicator, able to read and understand English.
Ideally experience of being a Waiter/Waitress.
being a good team worker, prioritise and work on your own initiative.
share goal of delivering the expert care and attention to detail that customers deserve.
cherishing the individual needs of customers and their families and putting those
needs at the centre of everything you do each day.
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BUFFET MENU
STARTERS

Coconut King Prawns
Blue Cheese and Pear Tartlets
Home made Foie Gras Terrine

SALAD

Green Olive Salad
Chicken Waldorf Salad
Tuna Tartar Salad

MAIN COURSE

Beef Fillets

Lemon and Rosemary Chicken

SWEETS

Chocolate Cake
Strawberry Mousse with Balsamic Vinegar

DRINKS
Cofee, Mineral Water, Juice, Tea
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