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Executive Summery
[bookmark: _Toc434835351][bookmark: _Toc434835947][bookmark: _Toc434837602][bookmark: _Toc36463157][bookmark: _Toc36464021]In this management report, you will find how planning and management is important to complete a project; what is a project, how to estimate project and how we monitor our project. In this report, you will find a project called Vintners Antiques, who are Vintners Antiques, where are they and what they are trying to do? Risks associated with this project, management tools and techniques used to complete this project and how the project plans will be communicated with the stakeholders. At the end you will find my personal reflection on how I will be managing future projects and self-development plan to improve my own performance. 
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[bookmark: _Toc36464022]Introduction:

In the first week of our lesson, we were taught about project. We did spend sometime to built LEGO village to get some practical experience in a small project, how it is to go through project practically. From this practical experience, we learnt many things like what can go wrong. There was a lack of communication; there was some personality clashes and so on. We also learnt how can we complete a project in a better way. We also had the brief idea what project is? A project is a piece of work, which has a start date, an end date and goals. “A project is a temporary management environment created to produce a specified deliverable which, when used, leads to benefits which outweigh the investment made in its development and operation” (Roberts, 2011).

“Project management is the application of knowledge, skills, tools, and techniques to project work to achieve project requirements” (Heagney, 2016). 
There are five phases of project management, which can help to simplify them into a series of logical and manageable steps. They are project initiation, planning, execution, monitoring and control and closure.

“A successful project management is all about structure, control, sufficient attention to detail and continuously driving action” (Newton, 2016).

We are given a project (Vintners Antiques), here is the approach taken to develop the project and highlight the techniques used to minimise any issues that arise. 













[bookmark: _Toc36464023]Vintners Antiques:

The Vintners family have run an antique shop for years. They are the third generation of people to do this. Grandfather bought the shop over 30 years ago. Vintner Antiques is traditional high street shop in Shirley and its family run business. They also have a warehouse in Sparkhill that is full of stock. The warehouse is only lock up place; there is no office space, no electricity, no telephone and no Internet. Doreen Vintner is an accountant, runs a tight business, and obeys all the rules. Danis Vintner searches for the antiques. Has a passion for old stuff. Suha Madani handles the customer services. Everyone likes her. Just returned from a year away. Omar King is general all-rounder. Has worked in the shop since he was a boy. He knows where everything is. Danis and Doreen would like their business to be improved like The Salvage Hunters, they would like to organize the warehouse same way that Salvage Hunters operates. 

[bookmark: _Toc36464024]Project: 

Project is to organise the warehouse for Vintner Antiques and give them a platform where it can be a successful business like the Salvage Hunters. The warehouse is a shell with four walls. To complete this project, project management team did oversee all the work from plumbing, security, internet, office equipment, electricity, fixtures and fitting, designing the website etc. We also worked out the steering group, described our roles in the project. We estimated time and cost for the project by using the user stories, Microsoft planner and Gantt Chart. 
“In a project it is very important to know, rough estimates of the work, cost, time and other requirements of the project” (Maund,2018). In a project it is very important that member of the project management team understand their roles and responsibilities. For that reason it is very important to form a Project Steering Group, included Sponsor, Financial expert, user expert, specialist and project manager. It makes things easier to complete a project. 
In the class we learnt, to complete a project successfully, we need to know followings:
User Stories: A way to find out what people need for their project.
Scope: Working out what parts of the project are the most important
Iron Triangle: We can’t change anything without affecting other aspects of the project
Reflection:  Time to think about people and projects.

Project Management Is all about delivering a solution to a problem.

[bookmark: _Toc36464025]The risks of the project:
Project risk is defined as “an uncertain event or condition that, if it occurs, has a positive or negative effect on one or more project objectives such as scope, schedule, cost, or quality” (Muriana, C. and Vizini, G. 2017).

There are some risks to complete the project, they are:

Poorly managing project: one of the biggest risk projects not to be success is poorly managed project i.e. incorrect project initiation, wrong estimation of time and budget etc. It is very important that to manage the project properly from the very beginning. 
 
Change of requirements:  Today’s market is very competitive; clients may sometimes change their vision of how their product should look like. It is very hard to be prepared for change of requirements. It’s one of the very important things we need to consider.

Not communicating properly to steering group member: There is a big chance of failing if we don’t communicate to the team; message has to be clear and transparent so that everyone understands their roles and responsibilities. 

Personality clashes: This can be issue if there are personality clashes between team members. We have seen this during our LEGO village practice in classroom exercise. If they don’t follow project sponsors direction, then it is more likely project to be failed or not completed on time. 

 Some technical problems: Budget cut or low budget can be most challenging risks as it forces into a situation where you need to satisfy client’s requirements while being low on resources. 

Unavoidable Risks: These risks can’t be controlled or estimated, example: technologies being discontinued and changes I government policy.

During our practical project, we did face some of the above issues. Example, personality clashes between our group member, communication issues, and some technical issues like we did the planner and Gannt Chart in one of the members laptop and had to do skype call from another member’s laptop; so we couldn’t show our planner and Gannt Chart to our clients.

According to Berkeley, Humphreys and Thomas (1991)
No project risk should be ignored.
No project risk should be dealt with in a completely arbitrary way.
Project risks should be identified during the earliest project phases.
[bookmark: _Toc36464026]
[bookmark: _GoBack]What method put in place to reduce the risk?
           
There are few methods which can reduce the risk of a project failure. There are 
Microsoft Planner
The Iron Triangle
The Chevron

During our project we mainly used The Chevron. The chevron approach tries to work out the what must be done compared to what would be nice to have. 

According to Heagney, J. and Lewis, J. (2016)
The Chevron approach helps to reduce the risk of project failure, in this approach helps to find out that which work must be done compare to what would be nice to have. There are three section in The Chevron, first one is Must- in this section all the stories or task must be included and done. Second one is Wants- in this section all the stories or task that we want to be included or to be done in project. Third one is Nice- In this section tasks that would be nice to have but not necessity, if there is lack of budget than we can postponed these tasks.

In our project work we have used the Chevron method and prioritised our work. For example, Electricity, internet, office equipment, etc to must do list, please find below the example:
Must:
Office equipment’s, Electricity, Website, Delivery van, Phone, computer, internet, heating and plumbing, fire alarms, security alarms, waste management and painting and decorating.
Want:
Company Mobiles, Pest Control, Forklifts and kitchen.
Wish: 
Vending Machines, Canteen, Smoking area.



[bookmark: _Toc36464027]The tools and techniques used in this project and can be used in any project.

[bookmark: _Toc36464028]The Iron Triangle:
The iron triangle is called project management triangle also. Iron triangle won’t solve the problem, but it will give you good ideas of choices we have. Three corners of iron triangle are Time or Schedule, secondly cost/budget/resources and third corner is quality or functionality. Iron triangle also known as triangle of balance. 
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“The iron triangle is a representation of the most basic criteria by which project success is measured, namely, Whether the project is delivered by the due date, within budget, and to some agreed level of quality, performance or scope” (Pollack, J., Helm, J. and Adler, D., 2018). 

If you want to change one of the corners, we can’t because Iron triangle is rigid. If you change for example time, you want to deliver project earlier, it effects the cost. It’s going to cost us more. If we change one of the corners, we have to change at least one another corner. These three corners constraint one another. 

[bookmark: _Toc36464029]User Stories:
Depending on the project user stories may be written by various stakeholders including clients, users, managers or development team members. A technique that project manager converse with the stakeholder’s slow brains is called user stories. “User story is not any descriptive line of statements or any case study. It means some important functionality or feature to be extracted from the user requirements which can be used for measuring size of product” (Jadhav, S.K., Shaga, V. and Thorat, S. D., 2017).

[bookmark: _Toc36464030]The Delphi Technique:

The Delphi Technique is based on an idea developed by the ancient Greeks but became popular in the 1950s and the cold war. A man called Dalton proved this in a experiment and called it the wisdom of the crowd. Dalton proved that a collective opinion of a group of people can often better than that of an individual expert. Using the Delphi technique, we can be more accuracy into our estimates. “Delphi Technique is a method for structuring a group communication process, allowing a group of individuals to address a complex problem collectively” (Flostrand, 2017). 

[bookmark: _Toc36464031]Project Sponsor and Project Steering Group:
PS is the person who makes the decision on the project. Project sponsor is the person with the overall accountability for the project. Project sponsor is primarily concerned with ensuring that the project delivers the agreed business benefits. “Project Sponsor is an executive from the Project Board with accountability for the project’s success and responsibility for appointing project team members” (Breese, R., Couch, O. and Turner, D., 2020).

When we create a steering group, we must include members from these three areas, Commercial, Specialist and User. We have created following project steering group for Vintners Antiques project:
[image: page4image41663104]
[bookmark: _Toc36464032]Gantt Charts:
A man called Henry Gantt in 1910 developed Gantt Chart. Gantt chart is an instinctive way of managing a project. “The Gantt chart is one of the most used planning and controlling tools in projects today” (Geraldi, J. and Lechter, T., 2012).
Please find below the Gantt chart we have used for the project Vintners Antiques:

[image: ]
[bookmark: _Toc36464033]Communication of project plans with stakeholders:

Communication with stakeholders on a project is very important to achieving a successful outcome. “Stakeholder is anyone who has vested interest in the outcome of a project” (Heagney, 2016).
Project manager must plan and execute stakeholder communication in a focused and flexible process. Followings are the ways to effectively communicate with stakeholders:

· Meeting with Stakeholders
· Send out a newsletter
· Online meetings
· Project summery report
· Conference calls

[bookmark: _Toc36464034][bookmark: _Toc426972348]Managing project with the future recommendations & Self-development Plan:
During classroom workshop and practical experience on Vintners Antique project, I have learnt about project and how to complete the project successfully. What I have learnt? Before starting any project, It is very important that you know all the important point of a project. Get your project started on the right foot by having check of all the details and lay the groundwork for the project success. It is also important to be decisive, trust others, lead by example and know your team well. Following are the important points, I will consider and apply in my future projects. They are:
· What is project deadline?
· What are the roles and responsibilities of various team members?
· What factors would prevent the project from being successful?
· What would be the preferred mode of communication between the team and clients?

[bookmark: _Toc36464035]My personal development Plan:
· Set and prioritise the goals.
· Set the deadline.
· Recognise Strengths, opportunities, weakness and threats.
· Work on weakness and threats.
· Develop skills to increase knowledge
· Review progress
· Learn new things


[bookmark: _Toc36464036][bookmark: _Toc426972349]Conclusion:

It was a wonderful and learning experience for me while studying Project Management module. This learning experience took me through various phases of project and gave me real insight how a project can be completed successfully; how we start the project, how we set up the steering group, risk of the projects, project management tools and techniques, how we communicate to stakeholders, and complete the project. I learnt a lot from classroom exercise, how people behave? How people plan? Personality clashes, communication issues, and how we face unexpected challenges. Overall, I learnt what’s the best way to manage a project.
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[Project Name] Project Schedule Go Pro Gantt Chart Template © 2012-2
specialist business consultants
Project Lead: Padam Shahi
Project Start Date: 2/10/2020 (Monday)

Today's Date: 3/10/2020 (Tuesday)

Display Week: 1 Week 1 Week .
2/10/20 2/171

WBS Task Lead Start End :alDays %Done 'orkDaysiysDoncaysLeff M| T |w|Th| F|sa|sul M| T
1 Electricity Mahbub Ali
1.1 contact provider Mon 2/10/20 Mon 2/10/20 1 100% 1 1 0
1.2 book appointment for electrician [Name] Mon 2/10/20 Mon 2/10/20 1 50% 1 0 1
1.3 get a estimation on price & time [Name] Fri 2/14/20 Sat 2/15/20 1 25% 1 0 1
1.4 Installation [Name] Mon 2/17/20 Fri2/21/20 4 0% 0 4
0.1 [Insert new rows above this one, then hide or delete this row]
1 Heating/Pluming Muminur Rahman
1.1 contact provider Sat 2/15/20 Sat 2/15/20 1 0% 17 0 1
1.2 book appointment Mon 2/17/20 Mon 2/17/20 1 0% 1 0 1
1.3 get a estimation on price & time Wed 2/19/20 Wed 2/19/20 1 0% 1 0 1
1.4 Installation Mon 2/17/20  Wed 2/26/20 9 0% 0 9
1.5 0% 0 0 0
1.6 [Insert new rows above this one, then hide or delete this row]
2 painting/decorating Mufazol Ali
2.1 contact decorator Mon 2/17/20 Mon 2/17/20 1 0% 1 0 1
2.2 book appoinment Mon 2/17/20 Mon 2/17/20 1 0% 1 0 1
23 get a estimation on price & time Thu 2/20/20 Thu 2/20/20 1 0% 1 0 1
24 work carried out Wed 2/26/20 Fri 2/28/20 3 0% 1 0 3
25 1 0% 0 0 1
2.6 [Insert new rows above this one, then hide or delete this row]
3 office layout/equipment Mufazol Ali 0
3.1 contact supplier Sat 2/15/20 Sat 2/15/20 1 0% 0 0 1
3.2 price estimation Mon 2/17/20 Mon 2/17/20 1 0% 1 0 1
3.3 delivery Mon 3/02/20 Mon 3/02/20 1 0% 1 0 1
3.4 1 0% 0 0 1
3.5 1 0% 0 0 1
3.6 [Insert new rows above this one, then hide or delete this row]
4 internet/Phone
41 Contact provider/apointment Wed 2/12/20 Wed 2/12/20 1 0% 1 0 1
4.2 Insallation started Sun 2/23/20 Mon 3/02/20 7 0% 6 0 7
4.3 1 0% 0 0 1
4.4 [Task] 1 0% 0 0 1
4.5 [Task] 1 0% 0 0 1
4.6
See the Help worksheet for information about using template rows.
computer/camera start End HH HE HE R O
1
1.1 purchased Thu 2/27/20 Thu 2/27/20 0% 0 0
1.1.1 .[Level 3 Task ] 1 0% 0 0
1.1.1.1  ..[Level 4 Task] 1 0% 0 0 1
1 Website Start End HH H#HE HE O O
1.1 contact designer Thu 2/13/20 Thu 2/13/20 1 0% 1 0 1
1.2 price estimation Fri 2/14/20 Fri2/14/20 1 0% 1 0 1
1.3 website complete Fri 2/14/20 Fri 4/24/20 1 0% 11 0 1
1.4 1 0% 0 0 1
1.5 1 0% 0 0 1
1.6 [Insert new rows above this one, then hide or delete this row]
2 Delivery van 1 0
2.1 contacted ford dealers Mon 2/14/11 Fri2/14/20 1 0% 0 1
2.2 Got price/contract Wed 2/19/20 Wed 2/19/20 1 0% 1 0 1
2.3 picked up van Tue 3/03/20 Tue 3/03/20 1 0% 1 0 1
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101112131415161718

1

WBS Task Lead Start

End

Cal Days% DoneWork DaysDays DoneDays Left

M T WThFSaSuM T

1 Electricity 

Mahbub Ali 

1.1 contact provider  Mon 2/10/20 Mon 2/10/20 1 100% 1 1 0 c

1.2 book appointment for electrician [Name] Mon 2/10/20 Mon 2/10/20 1 50% 1 0 1 x

1.3 get a estimation on price & time[Name] Fri 2/14/20 Sat 2/15/20 1 25% 1 0 1 x

1.4 Installation [Name] Mon 2/17/20 Fri 2/21/20 4 0% 0 4 x x

0.1 [Insert new rows above this one, then hide or delete this row]

1 Heating/Pluming

Muminur Rahman

1.1 contact provider  Sat 2/15/20 Sat 2/15/20 1 0% 17 0 1 x

1.2 book appointment  Mon 2/17/20 Mon 2/17/20 1 0% 1 0 1 x

1.3 get a estimation on price & time Wed 2/19/20 Wed 2/19/20 1 0% 1 0 1

1.4 Installation Mon 2/17/20 Wed 2/26/20 9 0% 0 9 x x

1.5 0% 0 0 0

1.6 [Insert new rows above this one, then hide or delete this row]

2 painting/decorating

Mufazol Ali

2.1 contact decorator  Mon 2/17/20 Mon 2/17/20 1 0% 1 0 1 x

2.2 book appoinment Mon 2/17/20 Mon 2/17/20 1 0% 1 0 1 x

2.3 get a estimation on price & time Thu 2/20/20 Thu 2/20/20 1 0% 1 0 1

2.4 work carried out  Wed 2/26/20 Fri 2/28/20 3 0% 1 0 3

2.5 1 0% 0 0 1

2.6 [Insert new rows above this one, then hide or delete this row]

3 office layout/equipment 

Mufazol Ali 0

3.1 contact supplier  Sat 2/15/20 Sat 2/15/20 1 0% 0 0 1 x

3.2 price estimation  Mon 2/17/20 Mon 2/17/20 1 0% 1 0 1 x

3.3 delivery  Mon 3/02/20 Mon 3/02/20 1 0% 1 0 1

3.4 1 0% 0 0 1

3.5 1 0% 0 0 1

3.6 [Insert new rows above this one, then hide or delete this row]

4 internet/Phone 

4.1 Contact provider/apointment Wed 2/12/20 Wed 2/12/20 1 0% 1 0 1 x

4.2 Insallation started Sun 2/23/20 Mon 3/02/20 7 0% 6 0 7

4.3 1 0% 0 0 1

4.4 [Task] 1 0% 0 0 1

4.5 [Task] 1 0% 0 0 1

4.6

computer/camera 

start  End  ##################

1

1.1 purchased  Thu 2/27/20 Thu 2/27/20 0% 0 0

1.1.1  . [ Level 3 Task ] 1 0% 0 0 1

1.1.1.1  . . [ Level 4 Task ] 1 0% 0 0 1

1 Website 

Start  End  ##################

1.1 contact designer  Thu 2/13/20 Thu 2/13/20 1 0% 1 0 1 x

1.2 price estimation  Fri 2/14/20 Fri 2/14/20 1 0% 1 0 1 x

1.3 website complete  Fri 2/14/20 Fri 4/24/20 1 0% 11 0 1 x

1.4 1 0% 0 0 1

1.5 1 0% 0 0 1

1.6 [Insert new rows above this one, then hide or delete this row]

2 Delivery van 

1 0

2.1 contacted ford dealers  Mon 2/14/11 Fri 2/14/20 1 0% 0 1

2.2 Got price/contract  Wed 2/19/20 Wed 2/19/20 1 0% 1 0 1

2.3 picked up van  Tue 3/03/20 Tue 3/03/20 1 0% 1 0 1

See the Help worksheet for information about using template rows.

Project Lead:Padam Shahi 

Project Start Date:2/10/2020 (Monday)

Today's Date:3/10/2020 (Tuesday)

Display Week:

Week 1

2 / 10 / 20 2 / 17 / 20

Week 2
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