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Executive summary 
In this report, I will critically assess the usefulness of project management tools and techniques for managing a project within the chosen organisation. There will be a briefing of the organisation the team choose to work with. In this report, the researchers will go into depth with every tool first looking at the quad chart and its benefits and limitations, then looking at the Stake analysis and its benefits to the project and its limitations. The team then went on to conduct a WBS chart and how it benefited the project and some of its disadvantages along with the Gantt chart and network diagram. Last, of all, we did a risk analysis and could then see the risks that we may be faced with. The result of the project was a success despite the risks and only having two candidates instead of 4, we had one candidate successful in employment and the other a full application was submitted to the employer.
 





1.0 Introduction
There are many definitions to a project, a project is a temporary process it is unique, undertaken to achieve planned objectives, which means terms of outputs, outcomes or success. A project can only be a success if it achieves the objectives according to their project guidelines, within an agreed timescale and budget. Time, cost and quality are essential parts of every successful project. 
The main purpose of the project was to guide and help candidates in developing their employability skills `on achieving employment. We worked as a team of four, by using Belbin's team roles (Morgans, pg,207,2017) we were able to see which categories each team member fell into. I was the Implementer, Hannah Yarwood was the resource investigator, Clair Edwards was the team worker and Theodore was the specialist. We all had different tools to work with to help manage the project. The tools I worked with was the WBS chart, Gant chart and the network diagram. The others from the team worked on the stakeholder analysis, Quad chart, pestle and swot analysis and the iron triangle. I will be exploring all the different tools in my report. 


2.0 Main findings

Phase 1
Successful completion of a project is not an easy endeavour. It calls for a series of tasks to meet stakeholder and client requirements; a lot is involved in the process before the project reaches the completion phase. No matter what type of project you are working on, having comprehensive knowledge about the Project Management life cycle, project phases, or process groups is essential. It keeps your ongoing projects more organized and more viable to execute from ideation to completion.
A Project Management life cycle is a five-step framework planned to assist project managers in completing projects successfully.
The primary competency of a project manager is to gain a thorough understanding of project management stages. Knowledge and planning for the five Project Management steps will help you plan and organize your projects so that it goes off without any hitches.
It is simpler for a project manager to handle all the current details of the project when the project is broken down into various phases. Each phase of the cycle is goal-oriented having its own set of characteristics and contains product deliverables, which are reviewed at the end of the Project Management steps. According to the Project Management Book of Knowledge (PMBOK), the Project Management life cycle should define the following aspects:
· What work needs to be achieved?
· Who will be involved in the team?
· What are the project deliverables?
· How to monitor the performance of each phase?
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This tool is applied to this project of employment support, helping candidates find employment, it has helped the team ensure proper planning and execution of all the phases. With the help of this tool, it has benefited the project by making the deliverable more precise and concrete so the team know exactly what must be accomplished. More benefits of the project life cycle are it provides a structure for the project delivery allowing all the team members to identify and monitor how the project is progressing. It improves communication between the team, helping to define roles for the organisation as it gives a clear framework of the project that can be seen and understood by all team members. However, the project life cycle does have some limitations, high cost, if a project manager was to be employed, speciality software will be expected, communication overhead and lack of creativity as project managers leave little or no room for creativity. 

Project briefing with facilitators 
For the application of this project, the team needed to build a relationship with the organisation manager, working with the employment sector and helping unemployed candidates and finding out their goals, motivations, and hope. During this stage, we aim to settle the high-level goals that are to be met for the project to be successful. 

Project team
Team building is crucial in managing a project as it encourages shared beliefs in the value and achievability of the project goals and objectives. For all team members to work towards a similar goal having a shared project vision is important. 


Quad chart- 
A quad chart is a single-page outline of a project that is visual, and illustrative. It is a simple but extremely effective tool used for a series of planning and communication purposes to explain what a project is all about. It forms a concept or idea into pieces so you can define and manage what you do before you even begin. It is usually used to introduce a new product or offer a solution to a problem. It helps to smooth out ideas and is often used in directional management, vehicle design, and government grant applications.  
The quad chart displays a picture of a study across four quadrants of a single PowerPoint slide - hence the name quad. It incorporates Project Scoping, Stakeholders and Stakeholder Analysis, Desired Outcomes (Critical Success Factors), and calculation of Success (Secondary Benefits). The top left quarter sums up science issues, methods and data used. The top right quarter is focused on the project plans, achievements and progress. The bottom left gives examples of notable results and findings. The last quarter (bottom right) highlights the connection of your project with other projects and common science groups.

	Purpose 
Aims/Objectives
 
-Supporting and empowering candidates with their recruitment process.
 
Objectives: 

-To meet the support needs of the candidate in 
assisting them with the recruitment process.
-To ensure that all candidates become more
 employable.
-To encourage and help candidates become
 more confident within applying for
 certain roles. 
-To prepare candidates for the
 interview process.







	               Customers (Stakeholders)

               -TheCAE Agency (External) (Supporter)

              -Candidates (External) (Driver)

              -Team Members (Internal) (Driver)

              --Module Lecturer (Observer) (External)

                      Employers (Observer) (External)



	

DESIRED END RESULTS 
(CRITICAL SUCCESS FACTOR)

-Candidates gain more confidence, through individual 121 support in finding employment.
-Attending organised workshops to identify appropriate employment needs to ensure equal opportunities will be created for everyone.
-Arrange one to one mock interviews with candidates. 
-Supporting candidates to ensure CVs are up to date for specific roles.
 
Secondary Benefits 
(unmeasurable) 

-Helping people to create their independence. 

	


MEASURES OF SUCCESS 
(STANDARD/CRITERIA)

 -Receive feedback from the agency and candidates. 

-Complete 4 CV’s that are tailored for specific job roles.
 
-Complete one to one mock interviews with all candidates.

-Identify four appropriate roles for candidates to apply for. 











The team identified the aims and objectives of the project by talking through what the needs of unemployed individuals would be and produce a quad chart for an overview of the whole project. The team had regular meetings at the beginning the team were able to think clearly on the different stages to establish exactly what the project was expected to deliver to the candidates. Four major stages represent the project, they are initiation, planning, implementation, and closure as argued (Watt, A2014). The projects aims and objectives are to meet and support unemployed candidates helping them into employment. The team ensure that feedbacks considered for future support to others. 
An advantage to a quad chart is that it is a simple tool to use if used correctly, it is effective and enables the team to define what tasks are important and crucial to get done at the start. One of the disadvantages of using a quad chart is that it can reduce reactivity and cause intense communication. (reasearchgate.net.2021).
I believe using a quad chart for our project was a very useful tool as it helps us prioritise, time, importance, money or cost, to each task. Helping the team to keep the project on track and focus on what matters. 


Phase 2-
Stakeholders' analysis-
The purpose of a stakeholders' analysis is to help plan and establish the right level of communication with candidates and assess their level of importance within the project. In this project we had a few stakeholders, the team being us, service users, the agency that we worked with to assess the candidates, employer, and our lecture.
The advantages of the stakeholder's analysis are that it helps assist the team to identify the importance of the strongest stakeholders, and how they assist the team to shape the project at the start. The disadvantages of the stakeholder's analysis are that stakeholders' can change quickly as well as their priority and position and should be assessed and updated regularly. 

	PRIORITY 
	STAKEHOLDERS
	STAKEHOLDERS PERSPECTIVE
	ACTION

	High – Driver
	Team Members
	Working together as a team, supporting candidates and gathering research to help and assist with the project. 
	Engage and communicate with each other regularly. Have meetings, and review project via results.

	High - Driver
	Service Users
	Working with the service users to assist them to become employable candidates and ensure they have all the tools ready to be successful within their job search.
	Engage in regular communication via meetings/emails or interviews, offer support and assistance. Gather information from candidates to measure the success of the project. 

	Medium- Supporter
	Agency (Saskia)
	Engaging with the agency to ensure that everyone is satisfied with how the project is going – have meetings to start the project, and meet the service users. Deliver employability project to their customers to a satisfactory standard.
	Engage and communicate progress via regular contact to ensure that Agency and service users are happy with the support from the team, and get feedback to measure our success of the project. 

	Low - Observer
	Employers 
	Potential employers for the candidates to identify employment opportunities for the candidates. 
	Make contact with employers to send service users CVs. Little to no contact. 

	Low - Observer
	Shelha
	Attend online classes to ensure that module is understood and the tools required are learnt to assist with the project. Submit work to get feedback.
	Provide updates regularly and seek assistance if required.  



Phase 3-
WBS chart-
A work breakdown structure is a key project deliverable, hierarchical and solution-oriented breakdown of a project. A helpful chart for managing projects as it allows managers to work backwards from the final solution and identify all the activities needed in accomplishing a successful project. 
There are four main levels to a WBS chart, the top level is the scope is supporting and empowering candidates with the recruitment process, then we have the second level- the deliverables which are, assisting candidates with job search, recruitment of candidates and completing paperwork for recruitment of candidates. The third level is the activities that need to be completed, assisting with application forms, supporting candidates with ensuring CVSs are up to date, creating online accounts with employers and setting up one to one mock interviews.
These levels are found within all different kinds of work breakdown formation. A WBS chart is the first step in progressing a project plan. Specifying all the work needed to be in, to succeed the goals and objectives of the project. 
By managing the project in this way, you and the recourses can cooperate on explaining mission-critical tasks, the sub-tasks and the inter-dependencies between them. 
This tool benefits the project by making the deliverables more precise and concrete so the team know exactly what must be accomplished. The WBS chart helps the team by having a better estimation of the risks and time as you can work from the smaller tasks back to the level of the entire project. However, some believe that a WBS chart has disadvantages, things like it requires active management of interfaces, and potential separation problems. (Blueprint.2014). 
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Gantt chart-
A Gantt chart is a project management tool helping to plan and organise all different sized projects and extremely useful for clarifying complex projects. Project management timelines and tasks are transformed into a parallel bar chart, showing start and end dates, dependence, scheduling and deadlines, as well as how much of the task is completed per step. Helpful to keep tasks on track when there’s a big team and many stakeholders scope changes. 
One of the biggest benefits for the team using a Gantt chart is that the team can see everything related to the project clearly in one place. Showing the total overview of the project, critical information such as the order of tasks, duration, start to end dates and the progress being made. However, Gantt charts do have their disadvantages, the set-up can be time-consuming and working on larger projects, the number of tasks and their details can mess up the chart making it hard to understand. (Smartsheet.com.2021). 

	Gantt Chart
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	 

	Activities
	
	
	Dates
	
	
	
	
	May
	
	
	
	
	
	
	
	
	
	
	
	
	June
	
	
	 

	 
	14
	15
	16
	17
	18
	19
	20
	21
	22
	23
	24
	25
	26
	27
	28
	29
	30
	31
	1
	2
	3
	4
	5
	6
	7

	Meeting with Organisation facilitator
	 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	 

	Comply with Admin docs of the org.
	
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	 

	Contact and meeting with our first candidate
	
	
	
	
	
	
	
	
	 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	 

	Create an account, writing a CV
	
	
	
	
	
	
	
	
	 
	 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	 

	The job application process for Vivian 
	
	
	
	
	
	
	
	
	
	
	 
	 
	 
	 
	 
	 
	 
	
	
	
	
	
	
	
	 

	Interview date/Successful
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	 
	
	
	
	
	
	
	 

	FU & booking for induction appointment
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	 
	 
	 
	
	
	
	 

	Contact and meeting with our second candidate
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	 
	 
	 
	
	
	
	 

	Create an account, writing a CV 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	 
	
	
	 

	Job research in various care sites agency/Jazmin
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	 
	 
	
	 

	Contact made with RSW/RSD Tech. and April court
	 
	 
	 
	 
	 
	 
	 
	 
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	




Network diagram-
A Network diagram is a helpful tool as it helps teams picture the activities needed to be completed over the time scale of a project. It also provides important context like task duration, sequence, and dependency. A network diagram represents a chart with a series of boxes and arrows. 
One of the benefits of using this tool is, making it clear to see how an activity starts with another activity before, after, or at the same time. A Network diagram shows the progress of the project, displaying the order of the activities in the project and the right direction from beginning to end, a helpful tool to control the progress of any project. The cons of a network diagram are, that it takes time to produce as well as costing a lot to produce. (Askwillonline.2012). 
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Phase 4-
Monitoring-
Risk analysis (SWOT & Pestle)
The closure stage of project management is the final stage of the project life cycle. At this stage, all the deliverables are completed, and officially transferred, and are officially transferred, and all documents are signed off, approved and achieved. This phase ensures that all work has been completed according to the project plan and scope. This gives the team the chance to review, evaluate the risk and evaluate the performance of the project, to make sure the project is a success. 

Risk Assessment-
This stage requires a structured process of identifying, measuring, study and responding to project risks.

Buttrick argued that some people spend most, if not all their career engaging in it.  Research and unreliable evidence, however, seem to show that we still don’t ‘get it. (praxisframework.org.2021).
This project faced a few internal and external risks. A member of the team was unable to continue to engage, resulting in human recourse risks, secondary, the was delayed on our deliverables as some team members were unable to complete some essential paperwork for the organisation facilitator. Thirdly, due to the covid rules, we were unable to make it possible to meet on a face-to-face basis. As the risks on the project were high impacted and high probability of failure, the team was able to act as professional project managers reduce action by taking the following measures-
Ensuring the team had continuous communication between team members in taking part more efficiently and cover other team members tasks, corresponding with candidates to get around the administration problems of the organisation and developing of the numbers of online meetings between the team for more clarity and organisation. 
There was a problem with IT issues with some of the team members sending back forms to the administration of the facilitator, linking these risks to Pestle analysis on the technological side. Due to their flexibility and experience, team members were able to engage effectively with two candidates instead of four despite the time allocated. 
This has been highlighted in the teams Iron triangle. 
Some advantages of risk analysis are that it enhances communication and decision making among the team and puts security controls in place to reduce risks. Some advantages would be that with any risk it can be possible that the work can be done wrong, and sometimes not enough information may not be gathered. 
Looking at the team's quad chart, we were able to complete 2 CV’s and was a success, the candidate was offered employment and sent her feedback to us. A full application was submitted for the other candidate with grounds of feedback by the end of June 2021.
The quad chart has highlighted the outcomes of the project and has clearly linked the team as being confident and mutual trust has been gained. 

	Impact (H/M/L)

	Likelihood (H/M/L)

	Risk

	Mitigating Action

	H
	H
	Lack of engagement from the team- Internal
	Make contact with team members, and make a plan with the engaging member to pick up other work

	
H
	
H
	Delay with the admin of organisation facilitator that we are working with-External
	Need to chase up and ensure other aspects of the project are being dealt with.

	H
	H
	Pandemic-not being able to meet face to face with organisation and team members-External
	To raise awareness to team members, ensuring that we have the facilities to engage online.




Iron triangle-
The iron triangle the triple three elements' controls tools on a project- cost, scope or quality and time. The theory is that a person must have an understanding of at least one of these things. The Iron triangle is used to describe the hidden relationship between, administration, deliberative committees, and interest groups. The three sides to the triangle often collaborate to further their financial gains and interests. 
The disadvantages to the Iron triangle is that it can cause loss of focus, the measures include a little-to-no focus on the choice of delivery of organisational values and their benefits. This allows team members to ignore the organisation impact on their planning and decisions resulting in many benefits being made up out of the realism of possibilities. Encourages short term thinking calculates evaluations, priorities on cost and cost restrictions are often at the expense of long-term organisation's value. (Project management.com2015).
This tool is beneficial as most of the interest groups have experts and intensive knowledge and can help conference craft effective legislation. 


Hard and soft outcomes-
One of the hard outcomes of this project was a clear, definable and measurable outcome, as one of the two candidates we worked with successfully gained employment and the other candidate has an outstanding application with her employer because she was asked to return by the end of June. The soft outcome is that the candidate gave the team positive feedback explaining how thankful she was for the team's support and that she now has gained work. 

	 
	Hard outcomes
	Soft outcomes
	Soft outcome’s reaction
	Soft outcomes behaviour

	Candidates
 
-V.Nikamakolam
 
-Jazmin
	02 candidates supported with CV writing and cover letter.
01 candidate has got confirmation of employment
	-Positive measuring soft outcome for the one who successfully got a job;
-Hope for the other one who is still waiting for opportunities.
	 Independency, hope.
	 Freedom, trust, expansion.

	Team members
	 
	 
	Additional value on collaboration working within team members;
 
	New skills learnt on implementing projects; new relationship linked within the team, Mutual support on IT issues, good communication between the team creating additional connection within team members

	TheCae/Organisation
	A new framework for collaboration built with the UWTSD.
	Discovery of talents and knowledge within students of the UWTSD
	Increase of trust despite the non-commitment.
	Relationship building

	University/
Shehla
	A new organisation on delivering future placement.
	Trust on students, Proud to belong to the teaching staff.
	Confidence in their students in delivering lectures, confidence in delivery product in the business market
	Confidence in future experience, understanding of obstacles to avoid with organisation's administration




Team performance-
I feel the team worked well together despite the difficulties we had with engaging with the organisation and important paperwork not being sent back It issues, resulting in delays, with regular group meeting via teams I felt that we all know what was happing through each stage of the project. We didn't have four candidates as planned but we worked with two which came to a success. 

Performance as project manager-
I felt my performance as a project manager was seen to be challenging in some areas of the project, for instance, the planning stage and allocating what work each member of the team should be working on was seen as difficult for all the team to agree on what tasks they were doing. I feel that one of my strengths through the project was motivating the team as I was seen as an implementer after performing the Belbin's team roles test. I agreed with my results of this as I do see myself as practical work and to be efficient. However, I do feel I can sometimes be a bit inflexible and slow responding, but this is something I am working on. 
 I can see now what I need to do for future projects and how to become a good project manager. Needing to make sure in future project runs on time and to make sure next time that the project delivers the expected outcome and beliefs. 

Conclusion
In conclusion, although the project goals were not completed as planned as we wanted to assist four individuals, although we did not do this, we managed to secure employment for one individual and assisted the other with a successful full application. In the future, it would be better if we had more time to deal with the administration side of things paperwork etc... This caused big delays in this project. 
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