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[bookmark: _Toc200990251]1. Project Initiation
The Clean & Give project was founded to fulfil a meaningful community service before the charitable cause gets its money. It involves cleaning Riverside Sourdough, a bakery situated at 36 Cathays Terrace in Cardiff. The payment will then be passed to the Latch Wales Children's Cancer Charity located on Heath Park Way, Cardiff. Mohammed is the project leader, and Team Clean & Give are the service provider. WhatsApp is used as a communication and coordination medium. Project management technique applications in the initiation phase defined important parameters such as project scope, stakeholder identification, and objective setting (Kerzner, 2025). The project charter was written to formalise the vision and goals, specifying roles, responsibilities, and timelines. The identification of stakeholders was important to keep communication clear, with stakeholders including the bakery owner, team members, and the charity. The team also discussed the ethical and social value of the project per their corporate social responsibility principles. WhatsApp was chosen as the communication medium for instant messaging, lacking, however, some tools to provide formal documentation. In contrast, methods such as Trello or Microsoft Teams may be introduced in the future to foster greater tracking capabilities (Ajiva et al., 2024). By and large, the initiation phase proved to have set the stage for a good and meaningful community project.[image: ]
[bookmark: _Toc200990252]2. Asana (Project Management Tool)
The Asana project management tool was one of the key tools our team integrated for the planning, coordination, and progress monitoring of the "Clean & Give" project. The project consisted of setting up cleaning services for Riverside Sourdough, a local bakery in Cardiff, with all monies flowing toward Latch Wales Children's Cancer Charity. [image: ]
Asana gave an efficient platform for task allocation, deadline management, and tracking of each team member’s responsibilities (Kamila and Marzuq, 2024). I could separate the project life cycle into three primary phases: planning, execution, and review.  The tasks were listed, with deadlines placed for sourcing cleaning materials, liaising with the bakery, and organising transport, all assigned to individual members. With these visual timelines and dependent task features, Asana made the workflow more transparent and decreased the probability of confusion.  While WhatsApp was the most common platform for communication, Asana, as a structure, stored all tasks and updates, limiting the chances of miscommunication (Gupta and Agarwal, 2024). One challenge was having every member check Asana regularly, but with time, it did enhance transparency and accountability. Overall, it was very useful in coordinating and time managing our project. It established the importance of digital project management tools for small-scale charity projects and ensured the smooth delivery of our objectives.
[bookmark: _Toc200990253]3. WhatsApp
In the 'Clean & Give' project, WhatsApp was employed by our team as the main mode of communication. The project required an intervention to clean Riverside Sourdough at 36 Cathays Terrace, Cardiff, so that the payment could be donated to Latch Wales Children's Cancer Charity, Heath Park Way. WhatsApp was an easy and effective way to manage the project; it assisted with role coordination, sharing updates, and maintaining regular engagement within the team (Cronje and Van Zyl, 2022). The project was led by Mohammed, and with clearly defined roles such as Project Coordinator, Organiser, Poster Designer, Risk Analyst, and Record Keeper, this allowed the team to discuss matters via WhatsApp in real-time. [image: ]
Scheduling meetings, issuing reminders, and responding to queries are some of the applications of this software. Instant messaging facilitation accelerated the decision-making process and ensured that momentum was conserved during the planning and execution phases. Although WhatsApp allowed fast communication, it failed to offer higher-order project management functions such as task tracking, file version control, or Gantt chart integration (Conde et al., 2021). In this manner, WhatsApp was a low-cost tool that fostered collaboration and aided in completing our charity objective for a short-term community-based project like ours, despite its limitations.
[bookmark: _Toc200990254]4. Set up Kanban Board
The Kanban board was the project's key project management tool: visualising tasks for effective organisation and tracking (Senapathi and Drury‐Grogan, 2021). It was divided into three columns, namely: To Do, In Progress, and Completed. Each task, such as collecting cleaning materials, sorting out cleaning day, creating the poster, and contacting the charity, was represented as a card that emerged from one column and crossed through the other to reach completion. The Kanban board ensures that there is coordination and accountability within the team (Damij and Damij, 2021). Mohammed, as the project manager, took care to ensure that every team member had responsibilities assigned to them by the coordinator, organiser, designer, risk analyst, the record keeper. 
The visual disposition reduced confusion and allowed for quick status updates, especially when team communication took place via WhatsApp messaging. It also helped the team to identify bottlenecks and reprioritise tasks whenever it was required. The Kanban method supported lean management as it encouraged visibility of workflow and prevented task overload. For ensuing projects, supplementing with digital Kanban tools such as Trello could enable better remote [image: ]access and real-time updates. All in all, this tool contributed immensely to managing time and getting work done.
[bookmark: _Toc200990255]5. Project Completion
As project lead for "Clean & Give," I was liable for the planning and execution of the cleaning of Riverside Sourdough bakery, proceeds from which were donated to Latch Wales Children's Cancer Charity. This very project gave me a chance to put the core project management tools into actual use, emphasising task delegation, scheduling, and risk mitigation. From coordinating the team via WhatsApp and locking deadlines to monitoring their progress with the Kanban board, I tried to keep the project on course. Assessing matters, I had to handle unwanted delays and keep the team motivated at the very end.
During this critical reflection of my performance, I perceive that subjects that need to be improved are conflict resolution and time estimation. I may have underestimated the length of several tasks, which put me under a lot of stress near the deadline. I have also faced problems getting team members to give updates on a regular basis. To increase my project management abilities, I will pursue additional training in agile project management and undertake to develop more effective communication methods. I will also train myself in various digital project tools such as Trello and Microsoft Project for productivity enhancement. This incident has given me certain circumstances to gain confidence as well as set targets for development for my continuous growth as a project leader.
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