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Executive Summary
The purpose of this report is to set out the process of the project that was Employment Support for Unemployed Individuals. It sets out the different tools and processes used by each team member and how was planned, implemented and executed the project. 

























Introduction
The purpose of the project was to advise and assist individuals in developing their employability skills and gaining employment. As an initial team of five we each had tools to work with to help us manage the project and plan carefully.
When planning a project you need to have the necessary tools in order to plan, prepare and execute the project to ensure that it is successful. 
By using the necessary tools to plan and implement the project it allows the team to be clear and concise about the tasks and end goals ensuring that each person who accessed the project was interview ready, had curriculum vitae (CV), and had the skills they needed to go through interview process.
Project management is an application of processes, methods, knowledge and experience to achieve specific project objectives according to the project purpose, and criteria within the agreed parameters. Project management has an end goal with deliverables to a finite timescale. 
The purpose of the project was to assist unemployed individuals to become more employable and expand their skills and knowledge, and to secure them employment in the relevant sector that they were experienced in. 
To implement this project it was important to have a project facilitator, we worked along side an organisation, namely, The CAE. By working alongside them it allowed us access to their clients which allowed us to be able to work with individuals who required assistance to secure employment. 
In order for us to manage and implement the project we were required to study and learn about different tools that would assist us throughout the project for example a stakeholder analysis, WBS Chart, Quad Chart, Gant Chart, Network Diagram, and Risk Analysis (SWOT and PESTLE). Each individual member was allocated a tool which helped us to plan out the project. 







Main Findings
1.0 Project life cycle 
A project life cycle is the sequence of different phases that a project goes through from its initiation to its closure. 
A project life cycle is typically broken down into four different phases. The phases make up the path of the life cycle project from beginning to end. The different phases are initiating, planning, executing and closing. During the initiation stage you need to understand the goals, priorities, deadlines and the risk of the project. In the planning stage you need to outline the tasks, and the timeline required to execute the project, at the execution stage you need to turn your plan into action and monitor the performance of the project. Finally, at the closure stage it is time to analyse the results, summarise the key points and establish what went well, what didn’t and learn from it in the future. A project life cycle allowed us to establish the different phases throughout the project, and what we were required to do throughout the project to ensure it was a success. 
A project life cycle is a basic tool to plan assist in planning a project it allows all team members to see how the project is planned, and to oversee each step however the project life cycle does not allow you to foresee any risks, or future problems, and accordingly you need to apply different tools to ensure that, if any, issues  arise they can be identified and dissolved. 
1.1 Initiation phase 
During the initiation phase we planned the project, the team got together to ensure that the needs of the individual were understood, and how we were going to assist each individual and planned out our end goal of the project. We needed to ensure we knew how the individuals were going to access our project, and what we were going to deliver as a team so that they benefited from the project, and our project would become a success. 
We met with the project facilitator who we worked alongside to execute the project, during our brief meeting it was discussed what the purpose of our project was, and what wanted our end goals to be and what we could bring to them as an organisation. We discussed what we required from the agency, and they discussed what they needed from us. 
In order to execute a project, you need a project manager, who can oversee the project and assist the team members and ensure they are included and involved in the project, and each individual team member knows their role, and when they feel included and appreciated they are likely to work harder and strive to ensure that project is completed to the deadline. 
When the project started we started off with five team members, and planned accordingly with five team members. To start out, we applied Belbins Team Roles to each team member and applied strengths and weaknesses to establish who can bring what to the project and who would work better with different tasks. 
The five members: 
1. Claire Edwards (Team Worker) 
2. Damien Roberts (Coordinator) 
3. Hannah Chelsea Yarwood (Resource Investigator)
4. Hannah Roberts-Davies (Implementor) 
5. Theodore Toko Manzambi (Specialist). 
A quad chart is a summary of the project that is visual as well as descriptive. It provides a brief snapchat of the study across four quadrants. They are used for a variety of planning and communication purposes. It provides an overview of the project to ensure faster and more effective results. Each quadrant requires relevant information in each section so that the team can priortise tasks effectively. 
Quad Charts can also contain secondary benefits within its chart which are values, passion, and ethics along with unmeasurable goals, ‘It’s often the underlying values, passion and ethics that are ‘what the project is all about or that ‘buys people in’ to it. It is particularly important to consider it.’ (https://slideplayer.com 2021).






	PURPOSE
Aim 
Supporting and empowering candidates with their recruitment process. 
Objectives: 
To meet the support needs of the candidate in assisting them with the recruitment process.

To ensure that all candidates become more employable.

To encourage and help candidates become more confident within applying for certain roles. 

To prepare candidates for the interview process. 

	CUSTOMERS 
(STAKEHOLDERS)
C.A Agency (External) (Supporter)

Candidates (External) (Driver)

Team Members (Internal) (Driver)

Module Lecturer (Observer) (External)

Employers (Observer) (External)


	DESIRED END RESULTS 
(CRITICAL SUCCESS FACTOR)
Candidates gain more confidence, through individual 1-1 support in finding employment.
 
Attending organised workshops to identify appropriate employment needs to ensure equal opportunities will be created for everyone.

Arrange one to one mock interviews with candidates. 

Supporting candidates to ensure CVs are up to date for specific roles. 

 



Secondary Benefits 
(unmeasurable) 
Helping people to create their independence. 

	MEASURES OF SUCCESS 
(STANDARD/CRITERIA)
 Receive feedback from the agency and candidates. 

Complete 4 CV’s that are tailored for specific job roles.
 
Complete one to one mock interviews with all candidates.

Identify four appropriate roles for candidates to apply for. 







The quad chart was a good tool which enabled us to measure our success, and how we would measure our success. We were able to establish what we wanted our desired end results to be. We also used this to set out our aims objectives of the project, who our customers were, and how we should prioritise them throughout the project. It gives the team a clear and concise plan for the project, and allowed us to work towards the end goals. We wanted to assist four individuals and ensure that they had up to date CV’s and were assisted to apply for jobs, complete job application forms and that they were interview ready for any interviews that may arise following the submission of a job application or CV. 
Planning phase
Throughout the planning phase we had regular online meetings as a team to discuss the next steps of the project, and what the next steps would be and what was required of each individual team member and what they needed to do to move forward with the project. 
Following each meeting team members were able to implement the next steps and ensure that the candidates were being updated, assisted and that the agency was provided with regular updates from us as a team and what we done to assist their candidates. 
Stakeholder Analysis 
The purpose of a stakeholder analysis is to help you plan and establish the appropriate level of communication with your individual stakeholders and assess their priority or level of importance within the project. In this project we had a number of stakeholders such as us, the team members, the service users of the project, the agency that we worked with to assist their clients, the employers and our lecturer. 
By mapping out the stakeholder analysis it really helped us to assess and establish the importance of each stakeholder and put them into different categories, and a plan of how we should communicate with them throughout the whole project to assist us to manage the project, and ensure that the correct people were being communicated with to make the project a success. 
Each stakeholder was put into a different category of whether they were a driver, supporter or an observer. 
A driver is a person who may have some say in defining the results in the project, for example, us the team members are drivers, and also our service users as we need to work on the project, plan it and implement it to make it a success, and our service users need to be kept engaged and assisted to ensure that they have a positive outcome from the project. A supporter is the people who help you perform the project, and work on the project, for example, the agency we worked with were supporters, and they provided the clients and offered us assistance and advice throughout. Lastly, the observers are people who are interested in the activities planned, and the results of the project. Observers have little to no say however; the project may have an effect on hem at some point in the future. For example, our lecturer and the employers were the observers, we needed little to no contact with them, but needed our lecturer for support and to learn the skills and tools to manage the project, and the employers were there should we needed to have made contact to send applications or CVs of our service users. 
The advantages of the stakeholder analysis tool are that it helped and assisted us to identify the importance of the most powerful stakeholders, and how they assist us to shape the project in its early stages. The limitation of the stakeholder analysis is that stakeholders may change quickly and their priority and position, and it should be assessed and updated regularly.
	Priority
	Stakeholders
	Stakeholder Perspective
	Action

	High – Drvier
	Team Members
	Working together as a team, supporting candidates and gather research to help and assist with the project
	Engage and communicate regularly, have meetings and review project via results

	High – driver
	Service Users
	Working with the service users to assist them to become more employable candidates and ensure they have all the tools ready to be successful within their job search
	Engage in regular communication via meetings/emails or interviews, offer support and assistance. Gather information from candidates to measure success of the project

	Medium -  Supporter
	Agency  (Saskia)
	Engaging with the agency to ensure that everyone is satisfied with how the project is going – have meetings to start the project, and meet the service users. Deliver employability project to their customers to a satisfactory standard
	Engage and communicate progress via a regular contact to ensure that the Agency and Service users are happy with the support from the team, and get feedback to measure our success of the project. 

	Low – Observer
	Employers
	Potential employers for the candidates to identify employment opportunities for the candidates
	Make contact with the employers to send service users CVs. Little to no contact. 


	Low – Observer
	Shelha
	Attended online classes to ensure that the module is understood and the tools required are learnt to assist with the project. Submit work to get feedback
	Provide updates regularly and seek assistance if required. 



Execution Phase 
A WBS Chart is a work breakdown structure. It is a key project deliverable to help breakdown a project. It is a very helpful chart for managing projects, it allows project managers to work backwards from the final result and identify the work and activities required to complete a successful project. 
A WBS chart has four levels. The top level is the scope, and supporting and empowering candidates with the recruitment process. Then, there is the second level, the deliverables they assist the candidate with the job search, recruitment of candidates and completing any paperwork that may be required. The third level is activities which are required to be completed. 
By using a WBS Chart it can help you see the project as an overview, and specify the work that is required to ensure that the project is completed and finishes successfully. Also, the tool sets out the deliverables so that the team know exactly what is required of them and what needs to be accomplished. 
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GANTT CHART
A Gantt chart is a project management tool which assists in the planning and scheduling of projects of all sizes, although they are particularly useful for simplifying complex projects. With a Gantt chart the team was able to see everything that was related and required of the project in one place. It shows the overall view of the project, the order of the tasks, the duration, start date, end date and the progress that is being made. 
Our Gantt chart set out the activities, dates and duration of each activity. It was a clear and concise way for the team to see how the project was unravelling, and what was required of us to make sure that everything was completed within the dates set out. 
Network Diagram
A Network diagram is a helpful tool as it helps teams picture the activities needed to be completed over the time scale of a project. It also provides important context like task duration, sequence, and dependency. A network diagram represents a chart with a series of boxes and arrows. 
One of the benefits of using this tool is, making it clear to see how an activity starts with another activity before, after, or at the same time. A Network diagram shows the progress of the project, displaying the order of the activities in the project and the right direction from beginning to end, a helpful tool to control the progress of any project.
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Closure – monitoring 
The closing phase of our project was the final phase of the project life cycle. All deliverables are finished and formally transferred and the documents are signed off, approved and archived. In the closure phase it allows the team members to sit back, review, evaluate and assess the projects success. What team members could do better in the future, and what can be learnt from the project, if it was a success, if not, why. 
In order to monitor the project a risk assessment was completed. The purpose of the risk assessment was to try and identify any risks early on, analyse them and sure a plan was in place to be executed should there be any risks. 
During the project the team did encounter some risks, initially, there were five team members that started out within the project, but after the first meeting with the agency a team member dropped out of the project without explanation and no longer engaged which left four team members. Another issue that was faced was that we faced a big delay on our deliverables as a result of team members not been able to access and complete forms required by the agency. Also, the continuous rules of the pandemic had a very large impact which resulted in people not being able to meet face to face. 
The team ensured that they were able to work together to plug the gaps to keep the project running from start to finish, we also brought PESTLE and SWOT into the risk assessment to help manage the project risks better. Despite the risks and issues faced the team members were still able to engage and complete the project however the desired result was to help and assist four candidates however due to the effects of the issues that arose, the team were only able to assist two out of four individuals, one having a successful job interview, and the other securing employment. 
PESTLE
Technology: 
Delay with admin to deliver the project with forms not being signed on time. Majority of project is online and team members have had internet connection issues.
SWOT
Strengths:
-Team members adapting and working together to overcome any issues and picking up other work to make the project a success. 
-Theodore having experience within this sector, and having the facilities to help and overcome issues with other members.
-Being able to find two people (50% of the target despite the time to engage with the project).
Weakness
-IT issues, team members not engaging fully.
	Impact (H/M/L)
	Likelihood (H/M/L)
	Risk
	Mitigating Action 

	H
	H
	Lack of enagagment from team – internal 
	Make contact with team members, and make a plan with engaging member to pick up other work


	H
	H
	Delay with admin of organisation facilitator that we are working with – external
	Need to chase up and ensure other aspects of project are being dealt with. 

	H
	H
	Pandemic – not being able to meet face to face with orgnaisation and team members – external
	To raise awareness to team members, ensuring that we have the facilities to engage online. 

	
	
	
	



Evaluation 
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We measured the soft and hard outcomes of the project, and put them into a table to help us oversee the hard and soft outcomes of our project. Although, we wanted four service users to have been employed by the end of the project, this was near impossible as in the beginning of the project the administrative side of things caused a huge delay which left us with a small amount of time to be able to work with the service users, however two candidates were supported, and one had confirmation of employment and the other was supported to ensure that she had a CV and job applications were completed, and there is hope for employment for the second candidate. It was recommended that the University make contact with the project facilitators early to allow the students/team members more time to work on the projects. The team also lost a member who no longer engaged and things had to be changed around to ensure that the work was picked up and completed. We received feedback from the service users through text throughout the project, and they communicated and kept us up to date throughout each step of the employment process. Each tool that was used to plan the project was extremely useful to help us plan, implement and execute the project. In the future, more time needs to be allocated on the project to ensure that more can come from the project. Although, the project was not a complete failure, it was neither a success. Each team member worked extremely hard, applied their team roles to the project and completed the tools and tasks to manage the project. 
Conclusion
In conclusion, each tool used to plan the project was useful to the project, and assisted each team member to be able to manage a project in the future. The tools helped highlight, the risks, the positives and outcomes of the project. Each team member was able to refer back to the different tools to see where the project was heading. Communication between the team members was fluent and concise so everyone was up to date on where we were at throughout the project. It would have been considerably better if we as a team were not restricted by constraints of the pandemic. Although it would have been ideal to have met every desirable result, two out of four candidates were assisted in a short amount of time, and one secured employment. In the future, time management could have been better, in respect of the fact that more time should have been allocated to the administrative side of things. 
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