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[bookmark: _Toc107403541]1.0 INTRODUCTION 
[bookmark: _Hlk107424063]This report was conducted to document the successful management of a team research project, and to provide a critical assessment of project Management tools and technics. A Project can be defined as a variety of tasks and activities that must be complete to meet specific objectives to achieve the project aim. A Project may involve a single person, group, department, or an entire organisation, a project will have resource constraints such as time, money, quality, and will need to be managed successfully to meet the project aim and objectives O’Loughlin. (2019). Whereas Project management can be defined as the planning, monitoring, and control of every aspect of a project. In addition to the motivation of all team members that participate in it to achieve the project objectives within an agreed timeframe Apm, (2021). 

[bookmark: _Hlk106982758][bookmark: _Hlk107403365]The team research project was to identify the needs of asylum seekers in the area, and to investigate into the support available to them once their needs were identified. The team had 5 weeks to complete this project. The content of this report will cover the project management life cycle and the various stages within it. During each stage of the project management life cycle, the team have applied and drew upon a range of recognised project management tools and technics to maximise the probability of success. The tools that the team applied to each stage of the project Management life cycle are applied in the following order: Quad chart, Stakeholders Analysis, WBS and Gant Chart, Risk Analysis & Mitigation, and finally, Monitoring and Evaluation. This report will conclude with a critical evaluation of the writer own ability to manage a project.
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2.0 PROJECT MANAGEMENT LIFE CYCLE 
The Project Management Life Cycle is a series of essential activities for accomplishing project objectives or targets. It is a framework that includes the stages to transform an idea into reality. The project life cycle refers to the project’s complete history, extending from the project’s authorisation to its completion.  Projects may have different dimensions and difficulty levels, but they can be mapped to the Project Management life cycle structure, whatever the project’s size is. The Project Management Lifecycle process is divided into four main parts: Initiation phase, planning phase, Execution phase, closing phase Team, (2021), as shown in the diagram below.

[image: ]
Team, (2021)
[bookmark: _Hlk107418268]Advantages of the Project Management Life Cycle - it provides an understanding of the required resources with the ability to plan each project phase. Also, ensures continued project viability with sufficient attention being dedicated to the planning phase. Additionally, the progress can be linked directly to each phase of the project management life cycle Naybour, (2020).
Disadvantages include - complexity, as some team members may over complicate the different stages which wastes time and could affect project delivery, which isn't satisfactory for the team nor the stakeholders. They can also become rigid or precise in their plans, creating a stressful environment Wadic, (2020). 
Limitations -the project Management life cycle can not be used as a single comprehensive methodology for managing a project. Although, project Management tools can be applied to each phase if the cycle. 

[bookmark: _Toc107403543]3.0 PROJECT INITIATION STAGE 
[bookmark: _Hlk107419499]The project initiation phase is the first phase of the entire project management life cycle. The goal of this phase is to define the project, sort out the project goals, scope, and resources. Decide what roles are needed on the team and what exactly the project is aiming to achieve Naybour, (2020). During the initiation stage the team was formed, and a project was chosen. The team agreed on the research project - helping new asylum seekers into the area. To define each person’s team role, their responsibilities, and criteria for success within the team, each member completed a Belbin Team Role Questionnaire. 
[bookmark: _Toc107403544]3.1 Belbin Team Role Methodology 
[bookmark: _Hlk107435330]The Belbin Team Role Questionnaire is a diagnostic tool for teams and individuals aiming for better teamwork and helps to discover the behavioural strengths and weaknesses of the individuals in a team environment. According to Dr Belbin, there are nine Team Roles Belbin, (2020). The results from the quiz indicated the writers primary team role was a Shaper, with a secondary team role being a Resource Investigator. Below is a table of the Belbin Team Roles methodology introducing the following description of the nine Team Roles: 
[image: ]
Belbin, (2020). 
The Belbin questionnaire helped address the skills related to each team member, which allowed the team to assign team roles and assess the skills, knowledge, and resources within the team. The team then started to organise themselves, and established the projects aims and objectives.  
Limitations of Belbin Methodology
[bookmark: _Toc107403545]An individual cannot just be measured against their team-related behaviours. There are significant other factors that are a part of an individual makeup, including the personality of a person. The Belbin Methodology is not a psychometric instrument, and therefore does not measure personality attributes Opentextbc, (2007). 

4.0 PROJECT PLANNING PHASE
Phase 2 of the project Management life Cycle is ‘Project Planning phase’ which covers about 50% of the whole process of a project. The Planning phase determines the scope of the project as well as the objectives Naybour, (2020). To guild the team through the planning phase the first project Management tool was applied, which is the Quad Chart. 
[bookmark: _Toc107403546]4.1 Quad Chart
[bookmark: _Hlk107419530]A Quad Chart is a one-page overview of a whole project. The page is divided into four components which allow a team to break up a project into smaller stages, to ensure the successful management of a project Keenan, (2020). Below is a diagram of the teams’ Quad chart, and with its help the team were easily able to divide the project into smaller stages to ensure the successful management of the project.  

[image: ]
[bookmark: _Hlk107424193]COMPONENT 1 of the Quad chart will set out a project aim and objectives Keenan, (2020). A project aim sets out what is hoped to be achieved at the end of the project. Objectives, on the other hand, are specific statements that define measurable outcomes O’Loughlin. (2019). Here the team set up the project Aim and 3 Objectives.


The project Aim: To identify the needs of Asylum Seekers in the area. 
3 Objectives:
1. To Identify organisations supporting Asylum seekers. For example, the refugee council & red cross for the required support. 
2. To identify the needs of 3 Asylum seekers in 1 month. 
3. To assist Asylum seekers in becoming independent by signposting them to organisations. 
COMPONENT 2 of the quad chart aims to identify the importance of all stakeholders involved in a project Keenan, (2020). Stakeholders can be internal or external, a single person, group or organisation who can be affected by the outcome of a project or its activities Airiodion, (2022). While creating the Quad chart the team identified their main beneficiaries that being the Asylum seekers. Additionally, the team spit all stakeholders involved in this project into three categories: Drivers- the team, Supporters- Governing bodies and Observers- Local communities.  Although, this will be discussed in more detail in stakeholder analysis. 
COMPONENT 3 of the quad chart is Desired result/ and critical success factors or simply, desired outcomes or critical outcomes for project success Keenan, (2020). At this stage it was useful to refine the Quad chart a little more by thinking about Critical Success Factors rather than desired outcomes as desired outcomes are less specific. Critical Factors are those that are essential for the project to be successful.
In components 3 of the Quad chart the team laid out their Critical Outcomes/Desired results into 3 tasks:
1. To conduct Secondary research to identify organisations who support asylum seekers.
2. Conduct a needs assessment via creating a questionnaire to identify asylum seekers needs within 1 month. 
3. To identify organisations to meet asylum seeker needs so that they can become independent. 
Each of these 3 desired results (outlined above) are directly linked to the 3 objectives outlined in component 1 of the Quad chart, as the team had to ensure that their desired results clearly met the project objectives. When the team were able to identify the project desired results, the team were able to work out what activities that had to be undertaken. Also, the time frame to perform these activities, so that they could achieve their (desired end results). For example, each desired result involves its own particular activities. This is where the team applied the (WBS) and Gant chart. Additionally, at this stage the team conducted a risk analysis for the whole project and mitigated those risks using internal and external analysis tools (SWOT and PESTLE). Although, these tools will be covered in depth within the execution stage of the report. 
COMPONENT 4 – Measure of success/ Critical success factors. Here a team would measure the success of a whole project Keenan, (2020). The team measure of success was at the end of the project they would have done all the things they set out to achieve. However, this will be discussed in more detail within the project closure stage of the performance management cycle, in Monitoring and Evaluation. 
SECONDARY BENEFITS - upon successful completion of this project, the Asylum seekers will become active members of society and will contribute positively to our society.
Possible Disadvantages to the Quad Chart - may cause misunderstanding since there is no priority in importance among these quads. 
[bookmark: _Toc107403547]
































4.2 Stakeholder Analysis
During the planning phase the team examined component 2 of the quad chart and the focus was to distinguish the importance of all stakeholders involved in the project. Stakeholders can be internal or external, a single person, group or organisation who can be affected by the outcome of a project or its activities Landau, (2022). Stakeholders will make or break a project, so it is important the team meet their expectations concerning organisational behaviour and outcomes Harkiolakis, (2017).
Therefore, while creating the Quad chart the team identified their main beneficiaries, that being the Asylum seekers. Further, the team spit their stakeholders into three categories: Drivers- the team, Supporters- Governing bodies and Observers- Local communities. In a more competitive environment, it is almost impossible for one business to perform all organisational functions on its own Harrison, (1998). Therefore, it is important to manage the relationships and build trust with all stakeholders. 

[bookmark: _Hlk107424116]To gain a better understanding of the stakeholders involved in the project, the team conducted a stakeholder analysis using the stakeholder’s analysis table. The stakeholder analysis table is a tool that aims to identify the interests and motivations of stakeholders as well as actions the team can take to address these interests Airiodion, (2022). Below is a diagram of our stakeholder analysis table and with its help our team were able to prioritise and categorise our stakeholders from high to low importance. This way, we can manage their wants, needs and expectations according to their level of significance. 

Stakeholder Analysis Table
[image: ]
The Disadvantages of stakeholder analysis are that the focus is on high priority stakeholders Harrison, (1998). Although, in the writer’s opinion the Asylum seekers would benefit from high engagement with low priority stakeholders like local communities. This way, the team can also raise awareness within these communities for helping to support Asylum seekers in the area. This can be achieved by creating a Facebook page. The team can use this page as a platform to raise awareness and blog about each stage of the project. Allowing the team to keep low priority stakeholders informed every step of the way.
[bookmark: _Toc107403548]5.0 PROJECT EXECUTION STAGE
The execution phase puts a plan into action. The project managers job at this phase of the project management life cycle is to keep work on track, organise team members, manage timelines, and make sure the work is done according to the original plan Westland (2006). 
[bookmark: _Toc107403549]5.1 (WBS) Work Breakdown Structure and Gant Chart  
[bookmark: _Hlk106877937]During the execution stage the team focused on the structure and flow of the project and discussed all the activities and work duration involved. To get a more accurate view of the whole project, The team analysed all the activities that are required by creating a Work Breakdown Structure (WBS). A Work Breakdown Structure (WBS) is a project management tool that creates a hierarchical structure to complete large-scale projects by breaking the project down into smaller components Luijbregts, (2022). In short, the (WBS) incorporates every aspect of the project, as well as the person or team liable for that component Norman et al, (2008).
[bookmark: _Int_kkggY7gE]When creating the (WBS) the Quad chart was key Airiodion, (2022). For example, the team applied box 1 of the Quad chart to cover the first two layers of the (WBS) hierarchical structure. The first layer being the (aim) of the project. The second layer being the (objectives). The third layer of the (WBS) involves all the things we discussed and laid out in (box 3) of the Quad chart. That being (desired results). To create the fourth layer of the (WBS), the team had to work out what tasks that must be undertaken to achieve the (desired end results). For example, each desired result involves its own activities. Moreover, this was a challenge because it was paramount that the team created the (WBS) as accurate as possible to aid in completing the project on time. Below is a diagram of the (WBS) and with its help the team were able to compile a comprehensive list of activities. Also, identify and distribute the workload. 
[image: ]
[bookmark: _Int_TxtVMtbH]Armed with this comprehensive list of activities outlined above in the fourth layer of the (WBS) hierarchical structure, the team were able to analyse the work duration involved in the project. Also, were able to provide a more in-depth analysis on the time frame to complete the project. To achieve this, the team created a Gant chart. A Gant chart is used to create a plan with a timeline for a project Organ, (2021). The chart has two parts which consist of the time it will take to complete the project and the activities that must be complete within that time. The chart uses bars to show the activities that must be completed in the agreed period Meardon, (2022). Below is a graph of the team Gant chart and with its help, they were able to schedule all activities involved in the project with a clear and visual representation of the deadlines.
Gant Chart
[image: ]
Disadvantages of the (WBS) is that team members can get overly confused with the hierarchal structure with no direction given, in terms of a time limit to complete each task. Therefore, another project management tool had to be applied which is the (Gant Chart).  The Gant chart had to be applied to the (WBS) to help the team to understand the work duration involved. 



[bookmark: _Toc107403550]5.2 Risk Analysis and Mitigation 
[bookmark: _Int_8nWIteAY]During the execution phase of the project management life cycle, the team analysed all the risk factors involved in the project, and discussed all the present and future, internal and external risks that have the potential to put a stop to the project. To help guide the team, a risk analysis was conducted. In doing this, the team were able to cover the risk factors involved throughout the duration of the project management cycle Westland (2006). Additionally, the team were able to create a strategy to mitigate the potential risk factors raised by all stakeholders. Risk analysis is a project management tool that figures out how likely a risk will arise in a project. Further, it studies the uncertainty of potential risks and what impact they would have Bridges, (2022). To complete the risk assessment, the team used quantitative (the identified risks on the overall project) and qualitive (teams’ expertise from past projects) data Oflazoglu (2017). Below is a table of the project risk analysis, and with its help the team were able to identify, create a list and produce a risk mitigation plan to manage our potential risk factors. 
Risk Analysis Table 
[image: ]
Armed with this list of potential risk factors, the team were able to apply internal and external risk mitigation strategies to each high impact risk category, outlined above in the first column of our risk analysis table. To achieve this, the team used SWOT and PESTLE analysis to help mitigate this list of risk factors Contributor, (2016). The ultimate purpose of identifying a risk and analysis is to prepare for risk mitigation to reduce the impact/likelihood or both Press (2005). Risk mitigation requires figuring out what a team needs to do to minimise a potential risk Hessing, (2022). Therefore, high impacts events must be mitigated by reducing the impact or likelihood. Below is a document of our risk mitigation strategies using (PESTLE & SWOT ANALYSIS).
[image: ]
Advantages of Risk Analysis and Mitigation - These tools helped the team successfully complete the activities to achieve their desired results. For example, during the execution stage a team member fell ill and was not able to participate. Therefore, by the team identifying this high impact risk via the risk analyse table, they were able to mitigate it by implementing knowledge sharing. 
Disadvantages – if the team have incorrect inputs, then that will result in an incorrect evaluation, which will then result in an incorrect analysis and inefficient risk mitigation measures. This will defeat the whole objective of the risk analysis.
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6.0 PROJECT CLOSURE STAGE
Once a project is complete, the team must formally close it. Project managers will hold a meeting to evaluate successes and failures. Project closure helps a team identify the things that went well and areas for improvement Team, (2021). 
[bookmark: _Toc107403552]6.1 Monitoring and Evaluation 
[bookmark: _Hlk107421672]There are two thing that a team must be aware of when Monitoring and Evaluating a project. For example, there is a monitoring part. Also, there is an evaluation part. There is a difference between the two Officeapps, (2015). For example, the difference is that Monitoring is what the team did throughout the project by monitoring the success of the project based on the project Management life cycle. For example, the team used a Gant Chart as a monitoring tool, which gave the team clarity to know what activities and work duration involved in the project. Therefore, giving the team the tool to keep a close eye on the progress accordingly. The team did not make any amendments to any activities, as the fourth layer of the (WBS) was accurate, and the team did not need to alter or ament tasks or activities to achieve the desired results. 
Evaluation is where a team will evaluate the whole project and measure their success factors Officeapps, (2015). The team successfully completed the project and reached the project Aim. In the writers, subjective view, the project was successful, and the team completed all tasks and activities to achieve the desired result. Therefore, meeting the projects objectives to achieve the project aim and desired end results. When evaluating a project there is two major types, that is hard evaluation and soft evaluation. Hard evaluations are clearly defined with measurable outcomes Officeapps, (2015). For example, 3 Asylum seekers successfully signposted to organisations was a hard outcome. Soft outcomes are not easily measurable and can include experiences. For example, the team raised awareness in supporting Asylum seekers in the area. There are three types of evaluation the team performed on this project, which was Summative, Formative, and illuminative as shown below in the project evaluation diagram. 
[image: ]
[bookmark: _Toc107403553]

Advantages of Monitor and Evaluation - it helps a team to improve decision making. Also, monitoring the progress of a project helps the team understand how the project is performing.
Disadvantages of Monitoring and Evaluation - Creates trust issues amongst team members. For example, if such monitoring systems become of an organisation, it may be seen that the organization do not trust the team members. 






























6.2 Critical Evaluation of Ability to Manage a Project.
During the initiation stage of the project Management life cycle, the 5 team members involved were told that they would all have the opportunity to manage this project over a 5-week period. Therefore, each week a team member would manage the various stages of the project management life cycle and the project Management tools within it. From the start of the project the writer was elected project manager and was able to successfully motivate and lead the team through the initiation stage and the planning stage to complete all tasks. As a team member, the writer was committed to the team, engaged, reliable and responsible and lending a helping hand whenever possible. Additionally, throughout the whole project the writer kept a close eye on each stage, to be sure that each elected project manager was sticking to the aims and objectives which were clearly outlined in the initiation phase and most importantly the planning phase. Although, during the last stages of the project Management life cycle there was conflict between the writer and another team member, in a formal environment where a stakeholder was present. The stakeholder was disappointed in both individuals involved and the team were no longer engaged in the project. Upon reflection, the writer acknowledged that there was an emotional attachment to reaching the projects aim and objectives. Whilst being emotionally involved in the project the writer failed to consider the main fundamental factor that drives a project forward, which is the team. A true leader character would not only have the leadership skills to reach the projects aim and objectives but, understands that without the motivation and respect from the team will cause a lack of efficiency and productivity. This emotional attachment to the project resulted in the breakup of the team. Additionally, the writers’ own actions contributed to the disappointment of a supporting stakeholder. The project could have ended unsuccessful. Moving forward the writer will be mindful not to get to emotionally involved in a project no matter if it entails the role of project manager or contributing and working in a team. The writer is aware that the actions were unprofessional, and the behaviour demotivated the team and disappointed all stakeholders involved in the project. Valuable lesson learnt.
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Risk Category  Identified Risks  Impact   (H/M/L)  Likelihood   (H/M/L)  

Team  -   (internal drivers)  A team member cannot complete  their tasks due to illness or do not  participate putting pressure on the  rest of team  H  M  

Asylum seekers  -   (External  drivers)  Not identifying the 3 asylum seekers  to engage in our questionnaire  H  M  

Charities & Governing bodies  (External supporters)  Organi s ations refuse to be involved  because there is no agreement  between asylum seekers and tea m  objectives  H  L  

Team  -   (internal drivers)  Not identifying  organi s ation s   to meet  asylum seekers needs  H  L  

Political  -   (External factor s )  Not reaching enough candidates to  participate in our questionnaire   H  M  
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Mitigating action
Risk Mitigation Strategies using (PESTLE & SWOT ANALYSIS)

SWOT ANALYSIS

Team Members (internal drivers) - if a team member gets sick or fails to participate.

While completing the Risk analysis the team identified that losing a team member could affect both
the work duration and the quality of the work. For example, if that member has knowledge that

cannot be replaced with the remaining team members. Therefore, the team conducted a SWOT
analysis to help mitigate and overcome these risks. For example, through this analysis the team

identified that losing a member was a potential Threat. To overcome this threat, the team
implemented knowledge sharing. This way, there is no reliance on a single team member to provide
any knowledge and skills to achieve the desired end results. Moreover, they are now in a better
position to except the risk and move forward.

SWOT ANALYSIS COMBINED WITH STAKEHOLDER ANALYSIS

Charities & Governing Bodies (external supporters) - Risk arises to lack of support from the
organisations:

To minimise this risk factor, the team will comply with and abide by all rules and regulations that are
made applicable by local authorities and governing bodies, to build healthy relationships with

external stakeholders. Additionally, using the SWOT analysis as a tool has helped the team build on
their Strengths, mitigate, and overcome this potential risk factor. Also, while completing our

stakeholder analysis table, the team were able establish who the stakeholder was, what they need
and how they think. Furthermore, the team were able to categorise stakeholders from high to low
importance. This way, using strong communication skills as identified as one of the teams Strengths
while conducting the SWOT analysis. Combined with the data gathered via the stakeholder analysis.

The team were confident that they will meet stakeholders wants, needs and exceptions by keeping
them informed at each stage of the performance management cycle, to help minimise this potential
risk factor.

PESTLE ANALYSIS

Political Factors - (external) - Asylum seekers not responding to questionnaire:

Using PESTLE analysis, the team focused on the Technological element. For example, the team will
utilise technology to make questionnaires available to everyone. To achieve this, the team created a
marketing campaign to encourage candidates to participate via online digital platforms like
Facebook, Instagram and google with easy to access forms. More importantly, the team can track
the progress through Facebook, Instagram and google analytics. This way, the team were able to
know how many impressions the ad had received. For example, the number of people who have
seen the ad in a particular demographic. Additionally, the team were able to complete
questionnaires in a timely manner. Additionally, making it easier for the candidates to participate.
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Hard - 3 asylum seekers signposted
to organisations for appropriate
support during the asylum process.

Summative:  surveys  showing
positive  scores of “10" and
recommendations from stakeholders,
their families and friends as well as

Soft (Feedback) ~ Mostly
positive measuring soft outcome,
stakeholders acknowledge they
were really supported by the
team

~Formative: we brought change in
the life of stakeholders as they
now have useful information for
their financial and
accommodation  support by
NASS, school, uniform grants
and free meal gramts for the
children as well as food banks
vouchers and adult learning
centres.
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