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[bookmark: _Toc74741253][bookmark: _Toc75449355]Executive Summary

The purpose of this report is to provide a critical assessment of the project tools and techniques that are necessary for a company to use when implementing a new product/service. For this report the purpose of the new project is the recruitment of 5 new students to join the Skills for the Workplace program while promoting the benefits of accessing higher education.
This report has been requested by lecturer Mel Squire within the Leadership and Management Skills for the Workplace BA course, under the Managing Projects in the Organisation Module in May 2021 and has been delivered by student Iulian Tampau in June 2021.
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[bookmark: _Toc75449356]Introduction

Project management tools are a necessity in all projects nowadays, whether they are small or big. There are different tools and techniques for project management, and these are used to define, plan, and implement the project. Previously many companies and individuals did not need to put much effort into project planning. However, in today's world, the competition has significantly increased and if any company or any individual launches a project without project management tools and techniques it is bound to fail (Aston, 2021).
The goal of different tools and techniques that are used for project management is to reduce the chances of project failure and allow the company to know what to expect in the future. Several tools and techniques like the QUAD chart, the iron triangle, risk management risk analysis grid, Boston chart, work breakdown structure, network diagram, and Gantt chart (Sumit DattaS., 2001) will be discussed through this report. 
The project chosen for this report is to recruit students and motivate hunger for higher education by equipping them with managing materials to be able to efficiently manage an enterprise in the 21st century and improve life quality. This will raise awareness through the introduction of different courses that teach a variety of skills and introduce and recruit potential students for the course. In conclusion, the project is focusing on future students developing skills that will be useful for them in their future endeavors as entrepreneurs or corporate workers. 
[bookmark: _Toc75449357]Aims and Objectives
The aim of this report is to discuss various project management tools that have been used for this project. There are a variety of tools and techniques that must be used before the initiation of the project to identify all the risks associated with it so that appropriate risk management techniques can be applied. 
The objective of this report is to:
· Cover all relevant project management tools and techniques.
· Identify the risks associated with the project
· Identify the costs associated with the project.
· Define the goals of the project.
[bookmark: _Toc75449358]Project management Tools and Techniques 
There are a variety of tools and techniques that have been used to manage different projects including the one being discussed in this report. These tools ensure that the resources allocated for the project are being used effectively and ensure that each resource is given adequate time (Stephen Owusu AfriyieYusheng Kong, 2019). 
[bookmark: _Toc75449359]QUAD Chart
A QUAD chart, a tool that is one-page summary of the project to be started. There are four boxes in the QUAD chart, the first box tells us the purpose, aims and objectives. The second box tells us who the customers and the stakeholders of the project are, the third box tells us the desired end results, and the last box tells us the measures of success and the criteria that must be set (Roberts, 2011). This chart is descriptive, and it explains everything regarding the project. It breaks the parent company or founding person’s ideas into pieces that are manageable as each criterion of the project is seen through this tool before it is started. This is the perfect project management tool to be used when starting a project or when some problem is encountered in the project (Berkun, 2008).


The QUAD chart for the project being discussed is shown in Figure 2.1 below.
	Purpose 
Design courses to help students build different skills. Recruit students and motivate hunger for higher education by equipping them with managing materials to be able to efficiently manage an enterprise in the 21st century and improve life quality. 
Objectives
· Raise awareness through the promotion of the workplace skills program
· Introduce and recruit potential students for the course.
	Customers
· Local community
· Organisations/Corporations in need of efficient management/managers
· Individuals 
· University 

	Desired End Result
· Recruit several (min. 5) candidates
· Create promotion material
· Receive feedback from pervious students 
· Devise survey
	Measures of Success
· Feedback on potential students on their experience of the process.
· Formulating a report for the feedback and then passing it on to the coordinator for further actions.



Figure 2.1. QUAD Chart



[bookmark: _Toc75449360]Project Life Cycle
Another tool is the project life cycle which covers the four different stages that each project has: initiation, planning, implementation, and closure. These four stages help the project team successfully start and finish the project (Robert K. Wysocki, n.d.). 
[bookmark: _Toc75449361]Initiation 
In this first phase, the project objectives are identified, and the feasibility of these objectives are then identified through an appropriate feasibility test. After the feasibility test, appropriate recommendations are given and when the solution is approved the project is then initiated. In this project where different workplace skills through the courses are to be introduced for students to learn and develop aptitudes that will help them after graduating. In today's fast-paced world it is necessary for students to have a firm grip on extra skills that are not taught in the university to excel in their career (Reiss, 2007). The main problem here is if these skills are not taught in the university, then who will teach these courses? A simple solution to this issue is to take a survey from the prospect students regarding skills development expectation and integrate the findings within the teaching curriculum. After this, the planning process can be initiated(Ogbeiwi, 2017).
[bookmark: _Toc75449362]Planning
In this phase, the solutions that have been presented in the initiation process are further developed. A proper recruitment campaign for students that are interested in career progression/ education advancement needs to be developed for the right individuals to be identified and helped to develop and improve their leadership, management and other skills related to the course. The different activities and tasks are given timeframes and deadlines, and a proper budget for the project is allocated. After this, the project stakeholders are identified. 
[bookmark: _Toc75449363]Execution
During this phase, the project plan is put to action, and the duties of the project manager intensify and need to be monitored closely. Proper monitoring of the project must be done and regular updates through meetings and documentation must be given by the team members (Watson, 2002). If in case there are any variances in the original plan, the manager will first try to get the project back on track and if not, alternative steps/solutions will be taken (David Biggins, 2016).
[bookmark: _Toc75449364]Closure 
In this phase, the final deliverables are being investigated and the project documentation is being completed. The last step in this process is to examine the different lessons learned and reflect on what went right, what went wrong and why. This is a essential step as the knowledge gained through first phases of the project are conveyed and will help the future teams (Team, n.d.). 
Figure 2.2 below shows the diagrammatic representation of the project life cycle.

Figure 2.2. Project Life Cycle

[bookmark: _Toc75449365]SMART Goals Technique 
To make the goals of the managerial course attainable and clear, they must be categorized into SMART goals (K. Blaine Lawlor, 2012). 
Specific: Enhancing the managerial skills of students for them to be ready for real-life jobs after graduating. 
Measurable: Students will step out of their comfort zone and learn skills that other people of their age do not know but are important for them.
Achievable: Developing a limited number of skills. Each student should take one or a maximum of two skills to learn.
Relevant: Aa little quiz or activity specific to the skill will be observed after every week to see the progress of the students.
Time-Bound: The course will be of a duration of 12 months.

[bookmark: _Toc75449366]The Iron Triangle 
This is another project management tool that covers three constraints: budget, schedule, and scope. On the left side of the triangle, there is scope, on the right there is budget, and, in the middle, there is quality, and all of these are balanced by effective project management skills of the project managers (Julien Pollack, 2018). 
[bookmark: _Toc75449367]Cost 
Costs of a project include the sources being used as well as the manpower that is being used. Since this project is a small-scale project in the starting and the courses are being provided to the students at the university, permission has been obtained from the central academics of the university to use classrooms after class timings for this project to decrease the initial cost of the project (Miller, 2016). Furthermore, the fee of the courses will be covered by SLC, so that all students who are interested can easily enroll.
[bookmark: _Toc75449368]Scope 
The scope is the set of deliverables of a project. In this project, the main scope is to provide different courses through which students learn different skills that will help them in the future. Sometimes the scope is fixed, meaning the deliverables that have been defined need to be fulfilled under any circumstances and sometimes the scope is not fixed, and this is usually when the stakeholders are lenient. For this project, the scope is fixed as it is the main goal of the project (Heagney, 2005). 


[bookmark: _Toc75449369]Time 
Every project has an allocated time, and this project has an allocated time of 12 months for the course. Initially, will be introduced and started together so that they can all finish together through the study period (Watt, n.d.). these courses will be finished before the start of the new semester so the project has a fixed time that cannot be changed (Mike Field, 1998).
[image: Diagram
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Figure 2.3. The Iron Triangle 
[bookmark: _Toc75449370]Risk Assessment Matrix 
There are different steps that need to be followed for the risk assessment matrix and the first is identifying the risks related to the project. The first and foremost risk for this project is the inability of the team to recruit any student who is keen on joining our courses, or to recruit students who do not have the desired orientation. When the project will reach large scale there is the risk of not finding shareholders to help expand the project. Another identified risk is failing to motivate students to invest in learning new skills that will be beneficial for their future (Gürel, 2017). 
The second step is the risk analysis which is done after writing down all the potential risks. The risk matrix is built through any tool that is being used by the project team and the risks automatically take the shape of the matrix. The tool then assesses all the risks and gives them a different level and usually, this is done in the presence of stakeholders, however, since this project is small-scale at the moment there will only be team members of the project and later on, when it is taken on a larger scale the matric will have to be reconstructed in accordance with the stakeholders (Maylor, 2010).
The third step is assessing the impact of each risk. The most impactful risk right now is the inability to find future students to join the course as this will affect the quality of the information learned and will also impact the ability of the project to move forward (Heerkens, 2015). 
	The last step is to prioritize the risks according to how critical they are. The most critical risk in this project is once again the inability of the project team to identify potential students who will perform in a good manner. The moderate risk is finding shareholders when the project is being expanded and the minor risk is the ability of the marketing team to convince students to join the course (Leach, n.d.). After all of this, the software being used will create a risk assessment matrix of the project. 
[bookmark: _Toc75449371]Boston Consulting Group (BCG) Matrix
Boston Consulting Group (BCG) Matrix is another tool for project management that is used to make a portfolio for the project as well to evaluate the project's strategic position. There are four quadrants in this matrix: the first in question covers products or services that have high growth but low market value. In this case, there can be consideration given to courses that teach basic level workplace skills such as administration and computer skills which will offer the students openings to various entry level jobs available, but these jobs pay less (K. Blaine Lawlor, 2012). The second quadrant is known as the “dogs” and these are products or services that can sustain themselves and along with that, they can also provide cash flow. When the project is taken to a bigger level the project can swift towards recruiting students for different courses, non-related to the original project. The fourth quadrant is known as the "star" and in this, there are products and services that can grow quickly and have a high market share. This quadrant will have courses that are required by a lot of students and if learned properly will give a lot of benefit to students and help them acquire well-paid jobs. The last quadrant is known as “cash cows” and this contains products and services that are growing slowly but their market value is very high. Since this project’s main goal is to introduce different courses in which students enhance their technical and non-technical abilities, this quadrant will also have courses that are required by the industry, but their development and their need are less but the jobs in that field are the highest-paid (Heerkens, 2015). 
[bookmark: _Toc75449372]Work Breakdown Structure 
In this, the different tasks of the project are broken down into even smaller tasks and this increases the productivity of the project. This structure is a hierarchical decomposition of the tasks that need to be executed in the project (Hughes, n.d.). Figure 2.4 shows the work breakdown structure of the project being discussed. 

Figure 2.4 


[bookmark: _Toc75449373]SWOT Analysis
Before a project lunch, risk management assessment should be carried out to identify potential problems before can occur. 
[bookmark: _Toc75449374]Strength
· The courses will provide students with advanced knowledge. 
· There will be a limited number of students so each student will be given proper attention by the tutor.
[bookmark: _Toc75449375]Weaknesses 
· There are a lot of different online courses available. 
· The time availability of prospect students to enroll in the course. 
[bookmark: _Toc75449376]Opportunities 
· After some time, the project can be used as a recruitment campaign for different courses. 
· A proper website can be designed for this project.
[bookmark: _Toc75449377]Threats 
· There are a lot of different online courses available that the student can take in their free time and withdraw from the current. Unexpected life events.  
[bookmark: _Toc75449378]Recruiting Students 
A proper interview questionnaire will have to be made that tests the technical knowledge of the students who have applied to join the courses. What knowledge level they have regarding this course must be identified for them to develop good communication, management and leadership skills that will benefit them in career progression (Julien Pollack, 2018). It is essential for the questionnaire to cover all aspects that are needed for a good learning experience, as every learner is different (Jack R. Meredith, n.d.).


[bookmark: _Toc75449379]Conclusion 
With regards to project the executives’ instruments and procedures, one does not have only one strategy or foolproof mechanism that one can use in each venture of each association. The choice about which one to pick ought to emerge from the undertaking points of interest that the concise contained, the intricacy level that the venture brags, the nature and capability of the group engaged with the turn of events, and innumerable different components. 
Most of the venture executives’ mechanism and procedures can be utilized in different fields, yet there are methods that are locally intended for explicit exercises and these exercises or tasks truly can't work as expected on the off chance that they don't have the establishment of those devices.
Large organizations are continually dealing with various undertakings. There are large groups of individuals and few pioneers liable for making each venture a fruitful undertaking. As more individuals become engaged with the project the executives not utilizing a product program can be very difficult to achieve an undertaking – there are numerous things that must be acted in an efficient way.
	It is necessary to use project management to assure that the courses being developed and introduced are a success and can be taken to the next step. Project management is a whole package in which different tools, techniques and strategies must be used to ensure the success of the project. Therefore, some of the tools and techniques that are mandatory for every project have been discussed in the report. The QUAD chart is something that is required to tell the project team in a one-page summary of the purpose of the project, the customers of the project, the desired end results, and the measure of success. Then the report has covered the project life cycle which covers all the processes in the project. This life cycle consists of what happens before the project, during it, and what are its end results and the risks associated with it. Furthermore, the goals of the project are brought into a clearer perspective through SMART goals techniques. All these different tools and techniques have been used to identify the risks, the tasks associated with the project, the budget, and other managerial issues. 
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Creating Marketing Material

Work                                     100%
Budget                                £1000
Advertising Process

Work                      30%
Budget                   £100
Take Interviews

Work                                 10%
Budget                                 £0 
Recruiting appropriate students 

Work                  20%                                           
Budget              £700                                                               
Creating Material for the Courses  

Work                         50%                                        
            Budget       £200                                                                           
Booking univeristy rooms for meetings

Work                        5%
Budget                      £0
Meetings  

Work                           15%
Budget                      £100 

Inititation 


Developing appropriate course material


Planning


Closure 


 Wrapping up the courses after 12 month with a grand test


Execution


 Integrating modules that teach different skills 


Identifying prospect students 





 Developing a recruitment process


Developing advertisment strategies  


Cost and time evaluation


Conducting feasibility test


Different expierences gained


Monitoring through meetings 
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