
Holly Lacey

Individual Appraisal 
Event Management 



Social Media Manager 

My Role:
As the social media manager, I have been in control of all of our social media platforms and will manage all of the digital 
marketing, advertising and promotion that will be put across our accounts. 

I have needed to ensure that Enlist Events is shown in a positive and authentic way into order to attract consumers to attend 
our event and donate money to our fundraising efforts. Across our pages I have needed to build up following and build a 
rapport with these consumers in order to ensure they stay engaged with our events company- to this, I need to ensure that 
our unique selling points are communicated efficiently and clearly. 

Duties 
• Design, create and manage promotions and Social ad campaigns.
• Monitor, listen and respond to users in a “Social” way while encouraging them to donate and attend event.
• Identify threats and opportunities that is surrounding the company and report notable threats/opportunities to
appropriate     team members.
• Monitor effective benchmarks to measure the impact that social media campaigns are having on consumers. Here I will
need to analyse, review, and report on the effectiveness of campaigns in an effort to maximize results.

Objectives:
• I will need to make sure that I am checking our social media pages frequently and ensure that the information that is
being given is consistent and clear.
• As well as this I will need to be making sure that we have clear content strategies and clear promotional strategies to
inform consumers/followers.
• Finally I will need to build a positive rapport with consumers across our social media pages to ensure that we are
remembered therefore gaining more interest in our event.



Key Roles that I have contributed to

My contributions included:

- Social Media
- Contact with Veronica McAleer and MAKUP Academy

- Wolves Raffle
- Quiz Night

- Crisis and Vulnerability Plan
- Bake Sale

- Proposal Presentation
- Event

All content that was 
posted on instagram 
was also posted onto 

facebook.
 This was an 

automatic function I 
used when posting. 

Our instagram 
account reached 137 
followers. Our reach 
came from the use 

of hashtags and the 
following of relevant 

pages. 

All content that 
was put on social 

media was designed 
by me. I did this 
to keep my social 
media branding 

clear, consistent and 
concise. 



Veronica McAleer & The Makup Academy 
Emmy awarding winning and two time Oscar nominee make-up artist Veronica McAleer and 

her team of graduates from The MAKUP Academy attend our event.

From one of my contacts, I contacted Veronica McAleer. She has many awards to her name and is recognised massively in the industry. 

After emailing Veronica and explaining the event concept, she was thrilled and extremely excited to attend. From here I arranged a meeting with 
her via email. I met with her along with the communication manager on Tuesday 5th March 2019. Here we discussed the event and outlined our 
ideas. The original plan was to have SFX demonstrations in order to create a unique selling point, however we decided that a better route could 

be a ‘Over 40s exclusive One on One’ with Veronica herself. 

Before the event I was put in charge of collecting equipment from Veronica to bring to the event as well as designing their stations. 

At the event, I was their point of contact, whereby anything the artists needed or had questions about, I was there to answer and assist.
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Phone call 3 days prior to the event 
to confirm times with Veronica 

McAleer, mood boards and action 
plan of the day. 
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Wolves Raffle
Fundraising completed by myself and the Communication manager.

From this raffle, we raised £750.

From a contact from the Communication Manager, we raffled off 2 corporate box tickets for Wolves v Brighton Game on 20/04/19. 
I raised £145.00 of these funds and the communication manager raised £605.00. Originally we raised £740.00 but due to popularity an extra 

£10.00 was given at the end making our final total raised £750.00. 

Direct message through social media accounts or face to face conversation were how people entered and paid either cash, pay-pal or via our 
Go-fund me page.

Raffle options were:
1 ticket- £5.00

3 tickets - £10.00
5 tickets - £15.00

To announce the winner, myself and the communication manager did a Instagram Live, (that was later posted on Facebook) on 8th March 2019
 at 3pm. 

The poster that was designed by myself 
and the communication manager.



Examples of Instagram and 
Facebook messages that I replied to. 

This book is how I kept on track 
with who purchased raffle tickets, 

how many and at what price. 
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Quiz Night 
Netflix and Quiz.

Myself, the communication manager and fundraising manager visited the Eagle and Ball  (BCU pub) to enquire as to whether we could use their 
venue to host our quiz night. We spoke to the manager and secured the venue free of charge, for 26th February 201. This allowed us to charge 

guests £2.00 entry and as we didn’t have to pay for the venue and all prizes were donated, everything we made would be a profit.

Leading up to the Quiz night, I  created a quiz, - 6 rounds each having 6 questions with different topics around the theme ‘Netflix’

 On the day myself and the fundraising manager hosted the event and took on the role of quiz master.



Quiz Questions 
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Examples of what was 
posted on social media 

before and after the event.

Every post was 
automatically posted to 

facebook.

Quiz night  was saved as 
a highlight on Instagram.

Instagram Facebook



Crisis Plan / Vulnerability Audit
Due to other demands on the venue manager’s time, I completed the crisis management/

vulnerability audit.  By completing this, we were able to understand what potential hurdles we 
may face and how we would over come them. 







Bake Sale
My role, was to the bake the cookies for our first bake sale on 21st February 2019.  On social 

media I  introduced what we were doing as well as giving reminders to all our followers.



Other tasks that I have assisted with
Myself, the Communication manager and the Finance manager took lead on the Proposal 

Presentation. Whilst other team members provided some information, we did the design, put 
everything together and submitted the work.

At the beginning 
of our initial hunt 
for a venue I came 
up with options but 
unfortunately they 
were inappropriate for 
what we had in mind. 



Slack
Communication on Slack.

Ticket selling:

In the week leading up to the event I 
encouraged team members to focus 

on selling tickets.

Social Media Updates: 

I had made sure that everyone knew 
what facebook groups and pages I 

had posted in during the lead up to 
our event. 

Printing:

One of our bad financial decisions was 
printing. This was the job of the event 
director, and when the printing prices 
were outlined, I stated that I believed 
that they were too ‘pricy’ as it would 

impact our profitability. 

Before the visuals went to print, I 
outlined that we needed to check that 
the MAKUP Academy and Veronica 

McAleer name’s were used. 
This was not actioned resulting in a

 re-print at an additional cost.

PR Press Release:

Another bad decision was that of the 
PR Press Release. 

I expressed that I felt we were 
leaving it a bit late to advertise in 
the local paper due to us having 

to give final tickets numbers to the 
venue at the end of the week.

Even though it was a risk, looking 
at the paper that it was in and feed 
back from guests, it wasn’t money 
spent well and could have gone to 

better use.



Event Social Media Content
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Through networking, other social media 
accounts and linked in users I encouraged 
them to share the story of our event. 

I even managed to get in contact with 
Hampton in Arden council to put a poster 
in the village notice board. 

On the lead up to our event, I did a daily countdown. After being contacted by a potential customer, I called her back to talk through the concept of 
the event. She attended and from verbal feedback given at the event, she was impressed with 
how I had communicated with her and the event content.
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It was important to analyse the social media engagement 
to ensure that I posted at the most effective time.

I also monitored the engagement each individual post had.

On the day of the event, I was the point of 
contact for the makeup artists and I also 
ensured that I documented our event via 
our social media pages. 

This footage was saved as a highlight on 
our instagram page as well as details being 
posted on the success of the event and the 
total raised.



Conflict

There was a point during the planning for the event when it became quite apparent that the 
branding of the posters wasn’t something that everyone could keep consistent easily due to the 
variations of font. Whilst this ended in a heated discussion, we overcame the issues by talking 

through them and moving forward in the best possible way. 

From here, everyone in the team was able to keep branding consistent and ensure that all 
communication was the clear and concise. 

What I’ve learnt moving forward
Overall, I have enjoyed this project and have found whilst working in team can be challenging it 
can be a extremely rewarding when you achieve the end goal, just like we have done when for 

St Basils. 
Below are lessons that I have learnt which will benefit me moving forward:

- Not to assume everyone will be as motivated as myself and other team members

- Working as part of a team can be challenging when others do not share your work ethic.

- In a work environment you do not have to like everyone but you have to respect them and be willing to compromise.

- Others may not know how to do something, but you need to make sure all instructions are clear and understood by all and be willing to help
and show your work colleagues how to complete tasks that they do not know how to do.

- Not to let emotion take over-  be logical and create a harmonious working environment.

- Any feedback to be given is to be specific, not personal or judgemental and delivered in an ‘even better if’ scenario.

- You can not be solely ‘own role’ focused, helping others or even stepping in when tasks are not getting done is vital to ensure the job in hand is
getting completed to a good standard.

- Always have a well thought out contingency plan with tangible alternatives/solutions

- Know your strengths but don’t be afraid to do something you thought you could not do - you may surprise yourself by stepping outside
the box. 


