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Project Task


Creating Marketing material for Skills for Workplace program, promote it in local community and recruit 4 new applicants to the interview and assessment process for September intake.
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[bookmark: _Toc80906959][bookmark: _Toc80908512]Executive summary

Specifically, the purpose of this report is to critically evaluate aspects of project management in the process the outcome will be recruiting four potential applicants for the skills for the workplace course. During each phase, the project will be split down into phases of the project life cycle, the project manager will be using tools and techniques which are important to examined and evaluated the project. These tools and techniques will include the life cycle, quad chart, stakeholder analysis, work breakdown structure (WBS), Gantt chart, network diagram, risk analysis, including iron triangle and evaluation of the project


[bookmark: _Toc80906960][bookmark: _Toc80908513]1.0 Introduction 
[bookmark: _Toc80906961][bookmark: _Toc80908514]Definition of project and project management
People have been involved in organised inventions that have had an impact on lives and communities since the dawn of civilisation. Projects are what we call them today. The authors describe a "project" as a temporary structure and process established to achieve a specific goal within the restrictions of time, money, and other tools, and "project management" as the administrative actions required to see a project through to completion. Project management is still a relatively new formal managerial profession. It formally emerged in the mid-twentieth century, when the first programme assessment and review approach signalled the start of a new field. With the passage of time, tools, techniques, and procedures became standardised across sectors and enterprises, and an increasing number of organisations began to see the advantages of arranging work into projects. (A. Shenhar)

[bookmark: _Toc80906962][bookmark: _Toc80908515] Background of the project, Tools and Techniques 
This project is dedicated to creating marketing materials to recruit candidates for skills of workplace course at UWTSD. To do so the project management team must use specific tools and techniques to achieve the goal. Using Project management life cycle which is the necessary to complete the project and achieve success. Initiation phase allowed to start and plan the project, the main tools use is Quad Chart, WBS, Gantt, Network Diagram, Monitoring & Evaluation
[bookmark: _Toc80906963][bookmark: _Toc80908516]2.0 Findings
[bookmark: _Toc80906964][bookmark: _Toc80908517]2.1 Initiation Phase
Project Initiation is the First phase of the project. The initiation of the project is the initiation step of the project life cycle management where the project begins.  The benefit of this tool is  that it gives a summary of the project and the tactics needed to achieve the intended goals. It is the stage in which the project is assessed to be sustainable and business value. The project manager initiating a meeting to understand the needs, aims and objectives of the customer and stakeholders. To get a clearer knowledge of the project it is important to get into specifics. (Brown,2019) In Initiation phase of the project the team seat up the timeline to make sure all given task are completed. To format the team is very important part of the project. Project managers conducted Belbin test to recognize what role each person would like to play and what would be their strengths. The results were that Monika will be best to initiation phase as coordinator, Mihai to planning face and quarter chart as a Plant, Vladimir to analyse stakeholders as Researcher, Carly to organize gaunt chart as a coordinator and team worker and Natalia to do Risks Analysis as Plant.

[bookmark: _Toc80906965][bookmark: _Toc80908518]2.2 Project life cycle definition
A life cycle for project management is a five-stage structure designed to help project managers to effectively complete projects. When the project is divided into several phases, it is easier for a project manager to handle all the project specifics. Each stage of the cycle has its own set of features and comprises product results, which are checked at the conclusion of the project management processes.
Project Initiation
Project Planning
Project Execution
Project Monitoring and Control
Project Closure
There are very important questions to be ask before:
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? (Brown,2019) To answer those question team will be using tools and techniques starting with Quad chart.
       According to The Patanakul, Iewwongcharoen and Milosevic project life cycle offers the essential foundation for project management. The notion of a project life cycle provides a helpful framework for investigating project dynamics across time. A project's life cycle is generally divided into stages when additional control is required to successfully oversee the completion of a significant deliverable. The titles and numbers of stages in project life cycles vary depending on an organization's management and control needs, the distinctiveness of the industry, the type of projects, and their areas of application. (Patanakul, Iewwongcharoen and Milosevic 2010). There are also limitations the project life cycle like time and cost. So, with little time to finish and extra cost the project facing serious problems, and the unfortune outcome will be poor quality of the project. ( Pak.j.stat.oper.res. Vol. 16 No.2 2020 pp287-294, Sustainable Survival Pyramid Model to Balance Four Factors of Cost, Quality, Risk and Time Limitation in Project Management under Uncertainty)
In this particular project there can be highlighted advantages and limitation to this project
Advantages
Using a Belbin test the project team assigned task to the right person which was extremely important to succeed this project. Using time scheduling and project planning and setting up weekly meeting to discuss each task progress, helps the project managers to keep updated with the project and had big impact on team performance. As according to Naybour communication in team is very important Its facilitates and defines duties within the project organisation by providing a visible and understood structure for all project members. Roles and duties can also be allocated by project phase. This helps individuals comprehend what to do in each step. It also helps the firm plan resource levels to minimise wasting resources while assuring resource availability. The largest resources will be required during the implementation phase.
Limitations
As we can see the advantages, we can also see the limitations setting up timeline was very important but unfortunately was very difficult in practise, the team not always could reach the time frame and be available for the meeting. Current pandemic situation had big impact on the work. Unfortunately, the team never had a chance to meet in person and as in 21st century we have high progress technology but there was always someone with connection problem. And

[bookmark: _Toc80906966][bookmark: _Toc80908519]2.3 Quad chart definition
The next part of the Phase 1 will be the Quad Chart
The quad chart is a communication tool that summarises the project on one page for the team. A quad chart is a chart divided into four quadrants that offers a high-level overview of the project. It is meant to be more visual than detailed to quickly introduce your assessors to the most important parts of your project. ( tcrsf.net)
According to Julie Dyke Fordand Tie Wei the quad chart is a graphical method of presenting complex data to decision makers. Like a white paper, but faster. A 4-quadrant chart is also known as a 2 2 matrix. With several audiences, technical communicators must regularly compress large amounts of material into simple and straightforward sentences. Technical communicators must communicate a storey to interest their listeners. Choosing and producing appropriate images is part of visually captivating visitors. In fact, quad charts may be used to highlight these core technical communication ideas. Constrained to one page (or slide), the genre challenges communicators to prioritise content. The quad chart's structure restricts essential categories to four, emphasising the need to present information logically.
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(Created by Team)
Aim and Objectives:

· to promote and recruit potential candidates for Skills Program
· Creating recruitment plan to attract more people to apply for Silks of workplace Level 4 course. 
· recruiting 4 people to program 
Stakeholders
· The project team as project plan managers
· Graduated Students
· Potential students/local community/ people who trying to get better job perspectives.
· Skills of workplace coordinator/University 
Desired 
· Create a Good marketing plan by doing research with previous or current students on the program in this part, project managers had to construct questionnaires to collect information from last year's graduates. Using feedback to gather information allows them to give correct information to potential applicants. We asked last year's graduates if they found the course useful in the workplace, if they were happy with it, and if they would suggest it to others. 
· Produce Advertising materials and use it on social media. Based on the information gathered by the team, they assembled flayer, which was then sent out into the field. The design was created to appeal to working parents and those over the age of 25 who may believe that it is inappropriate to allow them self to go to university.
· Recruit 4 people on to program selection process, making sure they have the necessary language abilities and that this course will be beneficial to them in the future are two important considerations during selection process and team had to make sure this. 

Measures of success 
· Recruited 4 people, who will get on to the course. Successfully the team achieved the goal and recruited four candidates for the course with the information and knowledge provided last year. 
· Gain feedback from students that can be used to create promotional material. The data that was collected had a significant influence on the manner that the course was advertised. Creating questionnaires by Monika was a brilliant idea and help the team. 
· Gain feedback from potential students about the process and information provided. The feedback received from the candidate was positive and their experiences with the recruitment process was satisfying. The knowledge obtain form graduates was very helpful for the candidates.
The motivation part was the opportunity to provide chance of getting new or better job. As unfortunately today’s job market is very little because of the situation with Covid pandemic, and unemployment raise significantly.
The Advantech of this tool is better view on the project tasks putting together on one sheet tasks and how to measure the success of project gave better overview of this project and gave the team clear picture and as Julie Dyke Fordand and Tie Wei said is presenting all information logically and what is expected form them. There are not limitations of this tool been recognized, only benefits.


[bookmark: _Toc80906967][bookmark: _Toc80908520]3.0 Planning Phase
[bookmark: _Toc80906968][bookmark: _Toc80908521]3.1 Stakeholders analysis
Stakeholder management is the ongoing relationship building with stakeholders for project success. Stakeholders are everyone who has an impact on the project or is impacted by it. Project managers must identify all stakeholders and prioritise them to assure project success. Maintain ties with key stakeholders and manage their expectations and effectively communicate with all stakeholders. ( Timothy J. Kloppenborg)
Stakeholders highlight in this project are:
 
Project Managers – Natalia, Mihail, Vladimir Carley, Monika These stakeholders are Highly important to the project as this how will execute it, the main role is to:
- Creating project plan/schedule. 
- Spread the individual tasks 
- Creating marketing materials 
- Organize and attending weekly team meetings to discuss project progress.

The second most important stakeholders are Potential students/local community/people who trying to get better job. Those people are essential to complete the project as the main goal is to provide attractive marketing plan to recruit them to university. Without them the project cannot be completed.
- Providing marketing materials 
- Advertise in social media 
- Face to face/online meetings 
- Share the results from the questionnaire and explain the benefits 

 
Graduated students – This stakeholder will provide very important information regarding the course and how was the overall of the course. From questionaries created by the project managers they obtain information how to improve the recruitment, and support candidates with any enquiries. 

- Creating a questionnaire/survey to fill out 
- Gain feedback from graduated students 
  
UWTSD/Skills coordinator Important stakeholder as will be judging if the project was completed correctly.
- Organize and attending weekly team or individual meetings to discuss project progress 
- Providing project plan 
- Accomplish weekly tasks


[bookmark: _Toc80906969][bookmark: _Toc80908522]4.0 Execution phase
[bookmark: _Toc80906970][bookmark: _Toc80908523]4.1 WBS
Breaking work into smaller jobs is a typical productivity practise. The Work Breakdown Structure (WBS) is one of the most important project management tools. It integrates scope, cost, and schedule baselines to ensure project plans are synchronized. (workbreakdownstructure.com)
This WBS diagram of this project sketches what team tasks are required for the project scope to finish to create and recruit a marketing plan and strategy for the skills of workplace course. This tool has the team visual layout of the tasks in which order to fallow to gain best results. It was easier to concentrate on small tasks and not get overwhelmed with size of the project at once. As can be see below:
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(Created by team)

[bookmark: _Toc80906971][bookmark: _Toc80908524]4.2 Gantt Chart
Gantt charts was first established on the beginning of 20th century by Henry Gantt. Gantt Charts are important tool in the history of modern project management because they are giving understanding the benefits of breaking large projects down into smaller, for more manageable jobs in the timeline. They also take into account the fact that some tasks may be dependent on one another. (Tom Seymour,2014)
This tool helps the team to allocated WBS in the timeline to ensure all task are finish on time. Knowing the time death line allowed the team to plan each task carefully so it can be completed and finishing some tasks on time was crucial to the staring of other tasks. Like for example sending out questionnaires so the team had enough time to analyse the outcome to design suitable marketing materials. 
 [image: Timeline

Description automatically generated]
(Created by team)

[bookmark: _Toc80906972][bookmark: _Toc80908525]4.4 Network Diagram
By William Malsam (2021)A project network diagram is a graphic representation of a project's workflow. A network diagram is a chart containing boxes indicating tasks and responsibilities, as well as arrows indicating the timetable and order in which the work must be accomplished. As a result, the project network diagram is a visual representation of how each phase of the project life cycle is progressing toward completion.

In this project was important to the team to the network diagram to track the project, this allows them to observe how each activity is progressing. They can then inform each other about the situation on the project progression. This tool was especially useful for those who learn better when information is presented visually. Project network diagrams did aid those team members in completing their jobs and increasing the project's productivity.
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[bookmark: _Toc80906973][bookmark: _Toc80908526]5.0 Closure phase: Monitoring and evaluation 
[bookmark: _Toc80906974][bookmark: _Toc80908527]5.1 Risk Analysis 
[bookmark: _Toc80906975][bookmark: _Toc80908528]SWOT
Strength 
· Team working 
· Belbin test help to allocated right people to right tasks 
· Staying in the timeline using tools like Gantt chart
· Implementing tools lean at the university in actual work 
· Social media provides free advertising 
Weaknesses 
· Communication problems due to technical uses 
· Lack of opportunity to meet in the same room due to pandemic 
· Lack of financial assets to promote the course better

Opportunities
· Learning opportunities
· Gave people the chance to get better job spicily with hight redundancy due to covid 
Threats 
· Timeline 
· Covid pandemic
· Lack of candidates, people are not willing to study again
· Technical problems during online meetings
· Not strong enough marketing program to get 4 candidates 
· Cost of education 
[bookmark: _Toc80906976][bookmark: _Toc80908529]5.2 Iron triangles 
The risk of the project "Creating marketing materials to promote and recruit 4 persons to the Skills of the Workplace course" was assessed using the Iron triangle. The time and scope will be critical, and the tool will assist the team in determining whether or not they will finish on time. They must gather information from questionnaires that were distributed at the start of the project. If they don't, they won't be able to get them out on time. As a result, the recruitment process will be delayed, and they may not be able to complete all registration processes in time to begin the courses in September.

 
[bookmark: _Toc80906977][bookmark: _Toc80908530]5.3 Evaluation
To evaluate this project, we can speak about hard and soft outcomes
The hard outcome is the fact that the project was finish successful and the team recruited 4 candidates to skills of workplace course.
The soft outcomes of this project are collecting positive feedback form candidates, implicating knowledge abot project management in actual project, providing opportunity to graduate student to share the experience and opinion about the course. 
In this project the project managers rich the targe well. During the project member improve the abilities to managing project. Putting all theorise and knowledge about tools and technique provided them with confidence which motivated them to finish the project.
There are still things to improve like managing time better making sure that private life has not have big impact on project in aspect of meetings and finding time to complete task.
 My self as coordinator this project benefited me with new experience of working as a team. Giving me the opportunity to improve myself and learn how important for any project is teamwork, as we all gain when we are working together. 

[bookmark: _Toc80906978][bookmark: _Toc80908531]6.0 Conclusion
Conclusion of this project is that all task has been successfully assessed and the hard outcome of this project was recruiting 4 people for the skills of workplace course. Tools provided by the project life cycle help the project manager to achieve this gaol. Using visual tools like Quade Chart, Gantt chart, WBS gave the overview of hierarchy of task to complete and allocating them in timeline. Monitoring using Iron Triangle allowed the project mangers to see how crucial all parts of the project are to be completed on time. Overall, the team obtained new knowledge and working together had positive impact on behaviours. 
[bookmark: _Toc80906979][bookmark: _Toc80908532]7.0 Recommendation
· Recommendations to this project will be to provide more technical support as due to covid the only way the group could work together was through online meetings and due to technical problems, some members were struggling. 
· Better organization regarding to meetings time 
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