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Executive summary 
This project aims to recruit 20 potential students for the program entitled “The Skills for The Workplace” which based on University of Wales Trinity Saint David. The team has completed the project successfully to recruits 20 potential students. The team did well on their project from the help of variety project management tools. Such like Quad Chart, it helps to team about on project scope, stakeholders and how-to measure success and result. Based on that, team started to map the project. Just like quad chart team applied stakeholder’s analysis. From this tool team figure out which stakeholders is more effect or important.  So, help from stakeholders’ analysis the team figure out the most important stakeholders are potential student, lecture, University and team member. So, the team focused on the important stakeholders. Another tool applied was risk analysis which tool help the team which part is high risk which part is low risk. According to risk analysis, the team figured out the high risk was a potential student. When the team figured out about it then the team made a strategy about how to impress or motivate them to join the programme. The team also used Gantt chart tool which helped them to planning for work and divided all task in between the team. At the end team did evaluation the best of the project was the team success to bring 20 potential student and the worst part was the team was not farsighted because on the interview day the team did not realise the potential student will come with their children.so, the team learnt lesson about need to think outside the box.
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Introduction 

“A project is a kind of set of tasks which deliver a change” (Billingham, V). Project is a temporary where it has a start and finish deadline. So, in a sense “A project is an activity to create something unique(www.managementstudyguide.com).
This report is based on the researcher’s and her team project. In her team 4 members are included.  The project was to recruit 20 potential students in the programme. The programme name is Skills for the workplace base on the “University of Wales Trinity Saint David”. The project is in collaboration with lecture. The project’s main purpose/ aim was to recruit 20 potential students to make awareness about the programme and motivate to potential student to join the course. In this report the researcher showed about how the project was success with use different types of tool and techniques. This report covered the Project management, project cycle, project management tools and techniques, analysis about the tools, evaluation and the implementation of the project plan. 

Project Management: 
To starting any project, it needs to manage their resources. The researcher and team manage the project by using human resources through Belbin theory. According to Belbin theory, whoever have a skill, they took that responsibly for example one person has an ability to leadership, so he took a manger role. According to  Management Institute “ Project management as the application of knowledge, skills, tools and techniques to a board range of activities in order to meet the requirement of a particular project”(www.projectinsight.net). 

Project Cycle
In a simple way, project life cycle is the stages a project goes through as it progresses from start to end. This is an important for any project because a well-defined project life cycle brings order and structure to the project(www.workamajig.com).
A project is broken down into a life cycle into five main phases.
1. Initiating process
2. Planning process
3. Executing process
4. Monitoring process
5. Closing process
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1. Initiating process: This is first stage where the need for the project is established and map out the project’s objective, pick a Manager and clarify the approach. So, in the stage researcher and team figure out the project objective and decided the manager. 

2. Planning Process: This stage is all about putting together a project management plan. Which covers all the areas of a project such as create a list of all work to be performed. Project scope, Identify and define the role of the project’s team members. 

In this stage researcher and team planned how to go on field. Discuss about the project in detailed schedule how to finish project.

3. Executing Process: This stage is all about action and direction. In this stage all team members have own tasks and responsibility.

In this stage the researcher and team divided all work and responsibility. showed about how to do work, where to go and how achieve the goal.


4. Monitoring Process: This stage is to compare and verify deliverable against   the project and the requirement. If the things are not going according to schedule, then this stage is right stage to fixing problems(www.unh.edu). 

In this stage researcher and team compare with project and requirement. In this stage team figure out about problem that was communication and not achieving goal with this problem. Therefore, the team fixed it out to and decided to meet regular and help each other.

5. Closing process: This is a final stage where all paper work complete and product will be handout to the client. This stage, it is important to recognised what has been achieved and what has been learned to evaluate about the project. 

In this stage researcher and team finished their project through the interview all the candidate and did evaluate about the whole project. What did the best and which part need to be improved and how? 

To make a success any project, the project manager or the project management team should be use management tools. These tools can be specifically designed tools that can be adopted for project management work. These tools help to teams or project manager work easy, standardizes the work and motivate to finished project on time(www.tutorialspoint.com).
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Just like other people use these tools to success project, the researcher and team used variety tools and techniques to manage a project. Tools are key of success of any kind or project.  Here is a some of the tools used on the project such as Quad Chart, Audience or Stakeholder Analysis, Risk Analysis and Gantt Chart. 
Quad Chart 
Quad chart was developed in the US government and military organisation. It is a formal technical document which is a letter sized page divided into four section. Where briefing on a project, invention, initiative, process, goals, cost and schedule along with a photo or illustration(www.research.unl.edu). 
A quad chart is a very simple and extremely effective tool. Quad chart helps overall idea before starting any project so here the researcher and team’s quad chart analysis.
	Title: Recruit 20 potential student 

	Purpose (Aims/Objective)

	Audience or stakeholders

	
To recruit 20 potential students

To make awareness about the skills for the work place course

To motivate and the join this course
	
University of Wales Trinity Saint David 
 
University, university’s staffs, community, student’s family.

Lectures, students team members (Laba, Lubna, Anila and Marinela), new potential students

Community, Council, Education board.

Government. 


	Desired end result (critical success factors)
	Measures of success (standards/criteria)

	
To recruit 20 potential students 

Each member needs to recruit 5 potential students

All 20 potential students were attendance in interview



	
Meeting with lecture (Shehla)

Finished on time


Convey result and feedback   




3
The researcher and team applied this tool. This tool helped to figure out why project is being done, what is the result, what is a goal, who are the beneficiary of the project, when project will finish and what makes the project success. All these question’s answer discusses on the quad chart. 
Quad chart helps them to draw a map how to success project or gives idea about to measure project’s success. The other hand quad chard gave them a good idea before the project start. The researcher and team used this tool. Where they can have good knowledge about project before they start. Without this tool they could not start their project because in a first, the team was confused how to do but when they used this tool, they were clear about projects aim/objective, stakeholders and how to measure their success then after they start to use another tool.

Stakeholders Analysis

Just like a quad chart, stakeholders analysis tool also important. Before the stakeholder’s analysis need to know about who the stakeholders.
Stakeholders could be a person, group or organisation that has interest on project. Stakeholders can be internal and external. Internal stakeholders are who has direct relationship with project such as team, employers and external are who do not work directly with project such as family, society (www. Investopedia.com).
Stakeholders Analysis
Stakeholders Analysis is the tools which help to manage stakeholders. Stakeholders analysis help to getting the project into shape, winning resources, building understanding and to make a success(www.mimdtool.com). 
The team and researchers used this tool to identification about stakeholders and analysing their needs. Help from this tool, the team and researcher were able to develop a strategy to make a good relationship between the different stakeholders and the issue they care about. For example, they identified stakeholder and they made a good relationship with different stakeholders such as potential student and community etc. Helped from stakeholder’s analysis the team figure out the high priority stakeholder are University, Lecture, team members and potential student. Just like this the team figure out low and medium.
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Here is a project stakeholders’ analysis;

	priority
	Stakeholders
	Stakeholders
Perspective
	Action


	H
	UWTSD
	Viable of the project
	Effective plan of action

	M
	Community
	Interest
	To discuss about programme

	M

	Student family
	Success

	Give information

	H
	Lecture
	Selection to the potential student 
	Such for the potential student

	H
	Team members
	Failure or success
	To make a possible

	M
	Council
	Interest 
	To give them information

	H
	Potential student 
	What benefit and how effective in their life
	Provide information, arrange event and motivate them 





Risk Analysis
Another important tool is a Risk analysis. The researcher and team used this tool to success their project. Before that it needs to find out about the risk. Risk is uncertainty or possibility of loss. It may not achieve the goal. Somehow, it is a fear to be not completed what the project wants.

Risk management
Risk management is the process of identification, analysis and solving potential risks. It helps to figure out risk that might happen in the project and how to control that risk or developing plan to minimising their negative effect. (www.projectmanager.com). Risk management is a simple and powerful technique, so the researcher and team follow this technique to reduce their risk. Here is a researcher and team risk analysis and Boston chart.
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Risk analysis
	Impact
H/M/L
	Likelihood
H/M/L
	Risk
	Warning Mechanism
	Mitigating Action

	H
	M
	Working group of people
	Try to meet convenient time
	Text or call

	H
	H
	Age group of the people
	Identify the age group between 21-60.
	 

	H
	M
	Family problem
	Identify the problem
	Try to find out right way.

	M
	L
	Financial
	Analyse the financial condition a
	Inform about supports

	M
	L
	Student loan
	Dislike to get loan
	Give proper information about it

	M
	L
	Documents
	Passport and other essential documents
	Ask clearly about it.

	H
	M
	Language
	communication
	Evaluate simply about English language.

	M
	L
	Time management
	Need to finish at time
	Follow the project plan

	M
	L
	provide information and convince the people.
	Prepare enough materials and information’s.
	Use them according to needs,

	M
	L
	Resources
	Identify the resources needed
	Prepare the essential resources.

	H
	H
	Potential student 
	Give them clear information and benefit about project
	Arrange the event where they can interact with student and lecture 

	H 
	L
	Team work 
	Communication
	Solve misunderstanding quick 
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Using this tool, the researcher and team figure out where was the high risk and how to plan to move their project and how to manage the risk.  For example, the tools showed high risk is potential student because it’s hard to convince people. On other hand, the team project depends on the people decision.  so, the team discuss about it and made a risk management strategic where team divided working area. So, each team member has their own area and second, strategic team decided to arrange the event where people can interact with the student, lecture and the people can see university as well. Therefore, this tool helps the researcher and team to success the project. 

Here is the Boston Chart of the project

	High Risk / Low Return
	High Risk / High Return

	Family Problem
Financial Problem
	Potential Student
Student Loan 
Age group of people (21-60)

	Low Risk/ High Return
	Low Risk/ Low Return

	
Team work 
Language 
Convince with people
	
Meeting with people
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Gannt Chart 
  “A Gantt chart also known as a bar chart or schedule, shows the activities of a project mapped against a timescale.” 
A Gantt chart is widely useful tool in project planning. This tool is very important and simple to use. In Gantt chart the first need to thing about project tasks, activities or events and who is working on which task, when will finish the task. So, all these kinds of detailed lists help for managing to make schedule workable. Finally, manager can use them to keep team motivate and informed them of project process. Therefore, this chart is a very easy and important chart to make a project success(www.mindtool.com). 
In the researcher and team applied this chart to success the project. First the team noted the all tasks which need to do and divided that tasks among team member.  Each team members have a different task and when start and when finished. the researcher and team found this chart are useful for planning and scheduling the project. It’s helps to motivate finish work on time. The researcher and teams had a problem of one of the team members who did not do her work and finished on the time than team leader had a meeting and motivate her to finish on time, so all these kinds of problem turn into solution with help of this tool. So, this chart helps to finish the project on time and the researcher and team found it was easy to work out.  



Evaluation
Evaluation is the final stage of the project cycle. The researcher and team did post- project evaluation. The team and researcher finished the project on time and their project achieved the aim and objective, it means they did well. The best part of project was everyone finished their parts on time and the team was success to bring 20 potential students on the interview day. However, they were a bad part or negative part also that was a misunderstanding in between team members and not meet regular. On the other side, their assumption on risk analysis was not fully correct because they did not cover about the final dates of interview place and time management of stakeholders, they only thought about their own time. Therefore, on interview day all the stakeholders came on the same time and most of the people have a child. It made an environment noise during interview stage.  Anyway, every project has learnt to lesson about an interview time should be well. Furthermore, it was not plan and thought about stakeholders came with the children. so, they learn about the management. Another weak part was team work. There was a misunderstanding in between team member regarding sound communication about the interview schedule. That’s why it has been learnt that well communication is a key to avoid conflict in between team members. 
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Recommendation

To success any project, good communication is a key to success the project. Therefore, need to improve communication skill.
 Team members should actively participate and play their part of roles. The assigned leader should always guide and lead the project. So, need to choose good manager.
 Need to think outside of the box for example the researcher and team finished project on time but when they had a interview with people that day they did not plan about unforeseen, the programme is for the mature people as well so when the potential student came for interview, they came with children .so in that scenario the team did not have contingency plan regarding children’s.

Conclusion
In conclusion, it has been learnt that to success a project, project management is key regarding team work, time plan, project tool and good leadership. This project was completed successfully apart from some minor errors such as a candidate came along with their children which brought a bit chaos during an interview time. In addition, this project gave us a lesson about community is very important in between team members otherwise It can create a misunderstanding and conflicts between team member. It could setback the progress of project.  
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