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Position: Event Planner
Job Id: 260885
Company: Under Ground Events Planning Ltd
Location: Swansea/ Hybrid/ On-site
Type:  Full-Time, Permanent
Salary:  Annual £29,000 - £40,000 ( Depending on experience)
Company description:
Come work with us, we are a growing events company that loves creating experiences for people to remember, from corporate events to large scale productions, we bring ideas to life in a way that feels seamless , creative and enjoyable for all involved.
We are a close-knit team that works hard, supports each other and takes pride in delivering events that run smoothly from start to finish. 

Job summary:
We are looking for an Event Planner who enjoys being organised, thinking creatively and making things happen. You will be involved in planning and organising events from the initial idea right through to the day itself, ensuring a seamless delivery.
If your someone who can juggle multiple things at once, stay calm under pressure and enjoys seeing a plan come to life, this job could be a great fit for you
What you’ll be doing:

· Planning timelines, budgets and all the moving parts of the events
· Working closely with clients, suppliers and venues
· Bringing ideas and themes to life in a way that fits the brief
· Dealing with last minute changes calmly and professionally
· Looking for ways to improve how we deliver evens and client experiences

What we are looking for:

· Experience in event planning, coordination or a similar role
· Strong organisational and time management skills
· Excellent communication and confidence working with other people
· Ability to manage multiple projects at once
· Creative mindset with attention to detail
· Comfortable using  Microsoft Office and/or event planning tools
· Full UK driving licence (Desired not mandatory)

What you will get:
· Performance-related bonus opportunities
·  Hybrid working options (where possible)
· 25 days + bank holidays
· Opportunities to grow and develop skills
· Team events, travel opportunities and industry exposure
·  Employee perks, wellbeing support, and more

How To Apply:

Please submit your CV and cover letter to: Fin96@UnderGroundepltd.org.uk 
Application Deadline 25th  March 2026
Interviews commencing 2nd April 2026
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Natasha Louise Wilson
12,Whitland Close,
Penlan, Swansea
SA5 7JS
Nw265@hotmail.co.uk
Job ID 260885	07924346471

15th March 2026
Hiring Manager
Under Ground Events Planning Ltd

Dear Hiring Manager,
I am writing to apply for the Event Planner position at Under Ground Events Planning Ltd. I am particularly interested in this role as it combines organisation, coordination, and working with people, which are key strengths I have developed through my work and personal life experience.
I have gained valuable experience from managing a salon environment at a young age, where organising staff schedules, managing bookings, handling finances, and ensuring the smooth day-to-day running of the business, required strong organisation, attention to detail, and the skill to manage multiple tasks at once. I also took on responsibility for running a second salon, including supporting recruitment and maintaining high standards across the team. Alongside this, I successfully managed a freelance hairdressing business while working in a care role.  requiring a high level of organisation, time management, and commitment, as I balanced client bookings, financial responsibilities, and work schedules simultaneously. This experience has enhanced my confidence to manage multiple priorities, remaining organised whilst still able to deliver consistent results.
In addition, my experience working in care allowed further development of strong communication skills and the confidence to remain calm under pressure. I am first aid trained and certified. 
I believe these skills are transferable to event planning, where organisation, coordination, and the juggling of different responsibilities are essential. I enjoy bringing tasks together and ensuring everything runs smoothly, I have the knack for staying calm and working efficiently even in busy or unpredictable situations.  I am confident I can apply these skills in a professional event setting. I am a reliable and proactive individual who takes pride in my work and is always willing to learn new skills . I would welcome the opportunity to contribute to your team to help deliver successful and well-organised events. 
Thank you for considering my application. I look forward to the opportunity to discuss my suitability further.
Yours Sincerely

   N. Wilson














Natasha Louise Wilson
12, Whitland Close, Penlan, Swansea.
07526346472
T44sha@hotmail.co.uk

Highly organised and responsible individual with proven experience managing salon operations, running a freelance business and working within care environments. Skilled in coordination, communication, and problem-solving, with the skill set  to successfully balance multiple responsibilities at once. Experienced in managing schedules, finances, teams, and client relationships while maintaining high standards in fast-paced settings. Now seeking to transition into event planning, where I can apply my organisational and people-focused skills to deliver well-coordinated and successful events.
Education
· Cert HE Employability Skills (Level 4)
University of Wales Trinity Saint David (UWTSD) 2025
· Level 4 - Health & Social Care 2019
· Level 3 Diploma – Hairdressing 2005
Employment History
Assistant Manager / Salon Lead – Headmasters
2003 - 2007
· Managed day-to-day operations of a busy salon environment
· Organised staff schedules and client bookings to ensure smooth running
· Handled banking and financial responsibilities, including managing bonuses
· Ordered and managed stock to maintain supply levels
· Opened and closed the business independently

Salon Manager – Headmasters Uplands
2007 - 2016
· Took responsibility for running a second salon location
· Supported recruitment, including hiring and staff management decisions
· Coordinated team activities and maintained high standards
· Managed stock, scheduling, and overall organisation
Freelance Hairdresser – Self-Employed – Head Junkie
2016 – Present
· Successfully managed a freelance business alongside full-time employment
· Organised client bookings, schedules, and appointments efficiently
· Maintained strong client relationships through professional and reliable service
· Managed finances, including payments and income tracking
· Demonstrated strong time management by balancing multiple responsibilities
· Delivered consistent, high-quality service with attention to detail
Care Assistant – Care watch
2017- 2021
· Delivered high-quality care in a fast-paced environment
· Administered medication safely (medication trained)
· First Aid trained and able to respond effectively in emergency situations
· Communicated clearly and compassionately with individuals and families
· Maintained strong attention to detail and organisation
Skills
· IT Proficiency Microsoft Word and Excel
· Organisation and time management 
· Coordination and scheduling 
· Communication and teamwork
· Problem-solving under pressure
· Financial handling and responsibility
· Attention to detail
· Customer service
Additional Information
· First Aid Trained and Certified
· Medication Trained
· Reliable, responsible, and able to work under pressure
· Flexible and willing to support events outside standard hours
· Full UK Driving Licence
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