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Work Based Project – Submission 2
[bookmark: _GoBack]Since starting the project, I have found that my performance as an Estimator has improved. By filing my emails and keeping an empty inbox I have been much more organised and not missed or forgotten about any emails that I have received. I have decided that I will not file away any email until it has been dealt with. This rule has allowed me to carry on with other jobs that need doing and when I look back at my inbox, I can see the email and know that it needs to be looked at. Previously when I had a full inbox I would usually forget about previous emails and not look back at them unless prompted or remembered that I needed to work on it.
In deciding what way was best to file my emails I spoke to our Quantity Surveyor and Office Manager to see how they deal with them and use their methods to help in my decision on how best to file mine. As our job roles involve us dealing with different types of emails, I have decided to use different file names for my inbox. This has helped improve my communication skills as it has involved me speaking to colleagues and asking them questions that I believed would help me in my decision making for this project. As well as speaking to my candidates it has improved my communication skills through emails as I now ensure that I contact people who email me in a timely fashion. It has also improved my organisational skills through email and also it has ensured that I am more organised in receiving and returning tenders.
Since starting the task, I have found myself adding more folders to my inbox to cater for the varying emails that I receive.  I started the project while only considering the emails I receive regarding tender packages and didn’t consider emails I receive responding to introductions that I send out to new clients and also emails I receive from suppliers and current clients regarding upcoming works. Therefore, to ensure that my inbox remains empty I have had to file these separately from the categories I originally considered. 
The most challenging aspect of the task so far has been dealing with emails that have been coming in about schemes that started before I began this project. To deal with these I have had to start filing the emails that were received before the project had started. While this isn’t a complicated or difficult challenge it can be time consuming and tricky to know when to draw a line as to what emails are not required to be dealt with.
I believe that I am progressing through this project as expected to date and I am yet to forget about a tender package and all have been logged and I have priced and returned all tender packages on time. I have yet to receive any meet the buyer invitations so it is too soon to tell on that front. 
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