LV6 Contemporary Themes

– Conference Learning Log

		Name: 
	Biswajit Mukherjee






	Week 1
	6th July 2020

	Planning
	· I met with our team through Microsoft teams.
· Discussed about conference structure with my team.
· We divided our work in four main areas.
· We decided to meet every week to finish our project.
· We took initiative to achieve the target before deadlines


	Organising:
	· We are 4 in a groups and we distributed jobs between 4.
· Work pressure will be reduce 
· Everyone concentrate particular topic so work will be finish smooth way.
· We selected team
· Jit- General Manager
· Veronika- Operational Manager
· Diana- Public Relation
· Genny- Marketing Manager

	Managing
	· We made a group to track our work every time.
· We are gathering information and sharing each other.
· In our groups has given  lots more support each other and I as a group leader giving my best knowledge and quality.  

	Marketing
	· Genny as a marketing manager, she is trying to check all marketing related things, such as email, social media, blogging, etc.
· I am doing 121 meeting with Genny
· I am also Sharing some idea with her 

	Problems
/Action plan
	· First day was difficult to understand and recognise about topic
· Team was confused about their responsibility.
· Everyone was sharing planning but we were un experience to build-up structure.
· We started to work Monday and we decided to meet personally(group study) for work more faster. 

	Planning of next week
	·  Conference delivery plan with effective way
· Due to covid19 need to arrange virtual conference
· Team allocation
· Discussed about theme with team
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	Week 2
	13th of July 2020

	Planning 
	· We focused on our themes and planning to allocate overall themes with our team.
· Managing whole conference events on that day


	Organising 
	· Global food waste issue of hospitality industry 
· Contents will be specified 
· Save food from waste
· Food usage and proper cooking procedure and storage
· Proper planning for saving foods and distribute within poor people or charity.
· Arrange presentation structure ,
· Introduce topic with guest who join conference
· Select guest speaker


	Marketing

Marketing 
	· Our team decided captain who will lead team
· Team captain will take responsibility about conference  
· Solving problem
· Discussed with team about materials, which will provide that day.



	Managing 
	· Our team will meet to discuss about planning and recap from past week.
· We need to check that about our projects professionalism 
· Our work need to be smart ,presentable.
· Any kind of issue team will discuss and will solve.

	Technical 
	· Marketing team made logos and websites.
· Marketing 
· Social media accessibility 
· Digital advertisement
· Technical part if any fault any mistake will solve marketing and public relation officer
· Logo ready
· Website template already ready.

	Problem resolution and action plan 
	· Due to covid19 team is facing problem about communication
· Everyone Personal problem becoming main burden to progress .
· Team work somewhere missing
· Confused about rolls and responsibilities .

	Focus for the week
	· More focus on team work
· More team meeting to understand about our conference 
· Find out our problem and resolve it.
· Make sure our advertisement must reach to the people
· Everyone need to be more serious to get work done.
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	WEEK3 
	 20TH JULY 2020

	Planning


Planning 
	· Topics, logo, websites ready now.
· Marketing team completed their work and email sent to ever guests.
· Programme list is ready.
· Technical side need to be check

· Catering and others part will be finalise by operational manager



	Organising 
	· We have to follow our current deadline
· Need to discuss with our team that how we will keep record and we will do upload.
· Our marketing team need to check flyer, email, and progress report.


	Managing 
	· Need to more discussion potentially between management team and need to select our project slogan
· Management team need to discuss and need to follow our deadline dates.
· Responsibilities of full team need to discuss.

	Technical 
	· Our promo videos or picture will upload in our social media page
· We uploaded few and rest we will still uploading


	Marketing 
	· Marketing is little behind for distribute flyer in social media
· I am helping to work get done faster.
· Checking mailing list and we  review it.

	Problem/solution
	· There is communication gap and not everyone expert and reason we are struggling to finish before deadline.
· Need to take initiative everyone and communication standard need to improve

	Focus for  the week
	· We have to arrange meeting and discus about our social media page.
· Think about how we will post picture or video then will be more attractive.
· 
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	Week 4 
	27th of July 2020

	Planning 
	· on this week our plan is going on track. Our only concern that to meet deadline.
· Full review and plan need to do.

	Organising 
	· Need to setup team meeting and we are controlling both technical and marketing part, so we need to give final touch
· Our team is working hard, and we are not to far from the deadline and we are confident that we are in the right track.

	Managing 

	· We didn’t share any meeting minutes through our management team

	Marketing 
	· Our section wise information is not ready yet.
· We decided to made our decision through our social media links, pictures  

	Technical 
	· Marketing team is looking after our website to if need any adjustment
· We discussed with our team also about copyright issue and we will be make sure about that.


	Problem or resolution plan

	· Issue is, due  to covid19 we missed some meetings and we are trying to catch up .

	Focus for the week
	· We need to make brief overview
· Our management team can access all the social media page as admin.
· Rest of the things need to upload in our page.
· We need to give our description and that will need to post in social media .
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	Week 5 

	3rd of august 2020

	Planning 
	· we almost finish our all marketing parts and only need finalise.
· There is time to update about each section and about our conference also
· Flyer or poster need to be update or need to check any each and every lines if any writing error.



	Organising
 
	· Now time to call for final meeting to discuss if any missing information or any description if missing.

	Managing 

	· Team Meeting minute not needed.

	Marketing 
	· Introduce whole Conference description 
· Need to check our social media and marketing part that everything finalized.


	Technical 
	· After checking all the things now we are ready
· Information wise we filled each and every section
· Comments paper also added.

	Problem or resolution

	· After we did hard work we don’t have any issue.

	Focus for the week
	· We are ready for our conference. 
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	Week 6(final week)
	     10th of august 



	· We are ready for conference 
· Our marketing team checked finally and its also ready
· Social media also been checked 
· Email checked and confirmed that all email received by guest.
· Our team is ready 
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 Conference review:
We believe our team did the great job and they did hard work but even we also believe that due to covid19 and because of distance learning we distracted.
And also we had lots of work pressure which we believe our communication was an issue and we believe we could do better if this type of problem we faced.
