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[bookmark: _Toc18226831]1.0 Introduction
[bookmark: _Hlk15818339]Organisations make decisions on what product/systems to develop or expand, or an office/production equipment to be purchased are among the endless the management of an organisation must solve if they organisation is to survive. These problems make organisations to adapt to some elements of changes established in providing alternative solutions to them. “Projects are generally established to carry out these changes and someone is always responsible for each project's successful completion” (Adams, 1997).
When a project is given, the leader has the duty to develop an initial overview plan of the project that comprises all the necessary steps needed to successfully complete the project. The project leader’s overview plan will include for example, what the project wants to achieve, the important stakeholders, an estimated cost of work to be done and the required time for the completion of each task including other requirements that will make the project happen. After completing the initial plan, it needs to be reviewed with the key stakeholders involved in the project to get their approval and commitment to its realisation (Maund, 2018). 
In preparing for this assignment’s project, it is assumed that the project manager’s name is Harry. Harry started the project by first examining the projects mission, the stakeholders that have important interests in the project, concrete objectives and its deliverables. The project manager also addressed some other important components of any project such as its scope, resources including estimates of cost and time – the initial overview plan subject to approval by the management of Sugarman Health and Wellbeing as the organisation in which the project is being done.  


[bookmark: _Toc18226832]1.1 Project Management
“A project is defined as a planned undertaking of related activities to reach an objective that has a beginning and an end” (Hoffer et. al., 2002).  While project management is “the application of knowledge, skills, tools and techniques to project activities to meet project requirements.  Project management is accomplished through processes, using project management knowledge, skills, tools, and techniques that receive inputs and generate outputs” (PMI, 2006). Apart from using projects to solve problems, organisation also establish projects just to determine and define feasible substitute solutions to their problems. 
According to Adams (1997), a project must have following characteristics:
Objective: A project must achieve a specific goal.  
Schedule: There must be a starting time and a specified ending time for the project.
Complexity: The availability of the technology to attain the objectives of the project.
Scope and Type of Task: A project must have an action plan, a step-by-step task that must be accomplished.
Resources: Personnel, labour, materials, facilities, equipment, etc.
Administrative Structure interconnects the project’s requirements into the existing organization’s requirements.
Information and Control Procedures: “These must be structured to handle problems through the typical lines of authority (Prin. of Project Mgmt)” (Adams, 1997).

[bookmark: _Toc18226833]1.2 Projects Mission Statement
According to Maund (2018), every project has a mission that helps to solve some problems, address the needs of an organisation or a client. The first step to be taken by a project leader is to write the project’s mission statement. Reason, it helps the project manager to have a good understanding in clarifying the broader aims of a project. “A mission statement states the purpose of a project, its general direction and aims” (Maund, 2018). The two important roles of a mission statement are: first, it helps to establish and maintain the overall direction of the project and secondly, it helps to establish common grounds that is acceptable by all the project’s stakeholders.

[bookmark: _Toc18226834]1.3 Project Stakeholders 
[bookmark: _Hlk17114732]The stakeholders are those whose positive or negative actions in a way can deeply affect the success or failure of a project. Any individual or organisation with an interest in the project is known as a stakeholder (Newton, 2006). “Persons and organisations such as customers, sponsors, performing organization and the public, that are actively involved in the project or whose interests may be positively or negatively affected by execution or completion of the project.  They may also exert influence over the project and its deliverables” (PMI, 2006). For example, all the interested parties in the project’s mission or the processes involved in achieving the project.  For a project to succeed, the project leader must have good relationship with the identified critical stakeholders (Maund, 2018). The critical project stakeholders include the customer and the organisation that handles the project, team members that execute the project, the end users of the project outcome and different resource suppliers 
The project leaders need to keep the principal stakeholders in mind as they work through their mission statement and progress through scoping of a project. It is very important to reconcile any conflicting interest of the stakeholders for the project to be successful (Maund, 2018).
The principal stakeholders of this project include the host organisation which is Sugarman Health and Wellbeing, Barking and Dagenham Council as sponsor, the line manager, project team and the project’s end users, which are the adult service users of the healthcare organisation and in the surrounding communities. 
After the identification of the critical stakeholders of the project, the next attention is to the project’s objectives and deliverables.  

[bookmark: _Toc18226835]1.4 The Projects Objectives and Deliverables 
For a project to be successful, it must achieve a goal which is its objective. For example, the objective of our organisation is establishing an Adult eLearning Centre. This project may well have more than one objective like the objective that focuses on the event itself – creating awareness for elderly people under the social care of the organization and other interested senior citizens of the borough. Another objective might focus on supporting the eLearning Centre financially. In, this assignment our objective is to create awareness for the eLearning centre. Deliverables are what is delivered by a project (Newton, 2006), for example, an event. Project objectives and deliverables help the client to define their goals in concrete terms and the project team a specific outcome to achieve.  Finally, they enable the stakeholders in making difficult choices as they pursue their interests. 

[bookmark: _Toc18226836]1.5 Project Scope
What every project is trying to achieve, the aim is addressed in the project’s mission statement and objectives. “Scope is the project manager's word for what the project encompasses” (Newton, 2006). While deliverables are all the products and services that will be produced in other to achieve the final goal. The next consideration is the project’s scope and all the resources and the relative cost necessary for the achievement of the deliverables.
[bookmark: _Hlk18227644]Project scope determines and documents the project specific goals, features, deliverables, tasks, functions, deadlines and eventually costs. Simply said, it contained all that needs to be done and how they will be achieved to deliver a project. For example, some of the resources needed for our project include human resource (our project team) to work on the project, information that comes from our experience, authority required to make the decisions needed in the project and money to buy the materials needed to execute the project (Newton, 2006).

[bookmark: _Toc18226837]1.6 Project Management Tools and Techniques
Project management is “using collection of tools and techniques to accomplish a unique, complex one-time task within a specified time, cost and quality constraints” (Adams, 1997). A project is made of up of various activities or tasks to accomplish using a particular mix of tools and techniques structured to fit the environment and life cycle. “The form of project management will be unique for every project endeavour and will change throughout the project” (Adams, 1997). In this project, the tools and techniques used in different fields helped to create an efficient process.
It cannot be over emphasised that for a successful project delivery, the choice of the right method is very crucial. In project management, there are various types of techniques ranging from traditional to innovative ones. So, choosing the right techniques is crucial and there is no-one-technique fits all in project management. The choice of techniques depends mainly on the project’s complexity, its specifics, the expertise of the project team and other factors. 
Techniques in project management range from traditional to innovative ones. The most popular techniques as stated by Adam (1997) are as follows: 
Classic technique: the classic techniques which comprises preparation of a project action plan, time estimate of tasks to perform, allocation of resources, communication system on how to provide and get feedback from project stakeholders, and establishment of project quality monitoring system and activities completion deadlines. 
Waterfall technique: This technique is based on sequential performance of the activities of the project. The ending point of an activity is the beginning of the next activity. Gantt chart is ideal to monitor progress and performed steps of the project because it provides a clear vision of activity phases and dependencies. 
Critical Path Technique: This technique helps the project manager to detect where to delay an activity without compromising the project delivery deadline. It includes recognising the sequence of tasks starting from the beginning of the project to end defining the critical tasks that cannot be delayed. The reason is that any critical path delay influences the deadline of the entire project. This technique is used in projects where deadlines are critical, for example, construction, software development, and others. “Project management is a process—a series of steps under- taken to achieve a specific outcome that have a basic lifecycle consisting of at least 4 steps” (Cook, 2004).

[bookmark: _Toc18226838]1.7 Project Management Lifecycle
[bookmark: _Hlk16153712]There four stages of project management procedures are: “initiating the project, planning the project, executing the project, and closing the project” (Hoffer et. al., 2002).
Project Initiation
According to Hoffer et. al, (2002) the initiating phase includes the establishment of the project plan and initiation which involves definition of project scope, activities, goal to achieve and organising team members that will execute the project activities. In this phase it is established in what way the project is going to be managed and the workbook. 
Planning the Project
[bookmark: _Hlk16154345]Planning a project starts with the description of the project’s scope, alternatives and the viability, having a good knowledge of the content of the project and its complexity. In this phase, the project is divided into tasks using the WBS technique to ensure that there is an easy progression between tasks. Other techniques used in the project initiation phase includes: “estimating resources and creating a resource plan, developing a preliminary schedule, communication plan, project standard/procedures, identifying and assessing risks, setting of project baseline and statement of work” (Hoffer et. al. 2002).   
Executing the Project
According to Hoffer et. al. (2002) the executing phase includes the project baseline plan. The project manager acquires and assigns resources, makes sure that the project is in schedule assuring the quality of the deliverables. In this phase it crucial to records in the project workbook all project events and share information with the entire team and other stakeholders. 
Closing Down the Project
It is very important to notify all the stakeholders at the end of the project. So, that all project documentations and records can be finalised to enable the final review of the project. The project manager must also make sure that all customer contracts are closed to guarantee the fulfilment of all contractual terms of the project (Hoffer et. al., 2002).

[bookmark: _Toc18226839]1.8 Gantt charts
Gantt chart is useful for project managers in assigning time to execution of activities which can be in days or weeks including months. Gantt chart is suitable for tracking project progress using graphical representations to mark the starting point of an activity, the elapsing point, and completion time of activities respectively. Gantt chart has the benefit of serving as valuable budget monitor showing money value allocated versus money spent. It also has the advantages such as giving an easy visual understanding of a task. Gantt chart helps to develop “what if” scenarios and allows a good project control through the promotion of better communication. The Gantt chart gives the manager control over the project with more visibility of the actual progress against the planned schedule.
Although this tool has many advantages, its limitations are not be neglected. For example, Gantt chart sometimes can be complex, more especially, in projects where there is large number of tasks undertaken and resources employed for the completion of the project. There is a constant need to update the activity sequence because in projects, things can change, and you must have the ability to change the chart easily and frequently.

[bookmark: _Toc18226840]1.9 Benefits and challenges of project management 
“Project management is a powerful tool that gives organisations the opportunity of having repeatable processes, guidelines and techniques in managing the people and the work involved in their projects” ((Adams, 1997). There also are other benefits of project management such as increasing the organisations’ chances of successfully delivering projects consistently, effectively respecting the completion time and budget. Project management takes money and time but if followed well it can improve organisation’s productivity, quality of work and increase customer satisfaction, thereby, making them to gain a competitive advantage over their industry rivals. Project management enables organisations to effectively use the tools of management lifecycle to resolve problems quickly using.
The project management lifecycle techniques enable the possibility of linking the objectives of the stakeholders needs to project goals. It allows organisations to focus on the customers and their expectations. The life cycle works across functional boundaries and help in building high-performance teams and gives the possibility of developing work breakdown structures, meet time constraints and project cost estimates and schedules. Finally, these techniques allow an easy calculation of risks and the creation a good project control and monitoring management system. 
Nevertheless, there are some challenges that affect project management such as keeping teams on the same page – It is very important to duly inform the team on the progress of the project and the advantage is making things happen interactively. Every member of the team must be current of what is going on, what task they need to accomplish, and what other members are working towards. 
Poor Definition of Project Goals and Objectives – There is nothing that pushes a project in danger more than a poor definition of project goals or goals without objectives. The most important step for any project is to define the project’s goals and objectives and sometimes, it is a major challenge.
Unrealistic Deadlines – project managers must learn to accept or set project deadlines. It is good practice using project calendar to keep track of important dates when planning and scheduling events.
Insufficient Skills of Team Members –Most projects require a certain level of expertise; therefore, project managers must make sure that team members have the knowledge or require extra training or adding someone with the requires skills. 
Miscommunication Cause Conflicts – Communication skill is considered to be the greatest asset of the project manager. Good communication system is very important for giving instructions, asking questions or seeking for any type of information. Project managers emphasise on effective communication because communication breakdown is one of the major causes of project failure.    
Risk Management – Sometimes, projects do not go according to the initial plan. A project manager cannot predict every potential risk involved in a project but a strategical collection of information can enable to anticipate which part of the project has the major potential of failure. With the available information a control measure can be put in place to mitigate risks such as hidden flaws in the project plan, uncertainty in the market or some unknown factors capable of impacting negatively the success of a project.
Lack of Accountability - The project manager must ensure that each team member is accountable throughout their everyday workload. 
Finally, the project manager’s role is not limited only to the management of the project but also to be leader for the team taking care of the project’s resources, managing the budgets and deadlines ensuring that there is a proper communication with all the stakeholders. The project manager must have the capacity to foresee most of the potential risk factors and have a contingency plan to minimise the threats that will arise from each identified risk.

[bookmark: _Toc18226841]2.0 Project Plan 
[bookmark: _Hlk18319566]Project plan is “a formal approved document that defines how a project is executed, monitored and controlled” (PMI, 2006|).  Project plan may be summary or detailed as in this assignment and can comprise one or more subsidiary management plans and other planning documents as shown in this assignment too. 
“Project management processes include: Initiation, Planning, Production or execution, Monitoring and controlling and Closing” (PMI, 2010). In this assignment, our project’s aim is to organise an event conference to create awareness of an eLearning centre for the elderly people established by Sugarman Health and Wellbeing in conjunction with the borough of Barking and Dagenham. The focus of the centre is empowering the senior citizens in their social care facilities to use computers in their daily activities. The motto of the centre is “Education has no age limit”. Some of the benefits the adult learners will derive from computer literacy includes: to be able to use computer to write and check email from their dear ones, receive and pay council/other amenity bills online thereby, reducing their carbon footprints. Using the internet to check their pension/benefits online and the ability to use social media such as Facebook and Twitter socialising with their loved ones. 
Before starting this project during the project ‘initiation phase’, some assumptions were made as guidelines to deliver the project successfully. For example,
Days of Work: Monday to Friday  
Work Time: 08.00 to 12.00 and from 13.00 to 17.00
Meeting Time: Every morning from 8.00 to 10.00
Project Manager’s Name: Harry
Adopted Method: The PRINCE 2 
Constraints of this Project: “Project constraints are anything that restricts or dictates the actions of the project team” (pmtips.net, 2019). For this project, the big hitters are time, resources, and quality. Our star limitations are represented in the figure below. 
[image: Image result]

[bookmark: _Toc18226842]2.1 The objectives of the Project
The project has two main objectives as illustrated below:
1. The primary objective of this project is creating a computer awareness for elderly people under the social care of our organization and other interested senior citizens of the borough. 
2. The secondary objective is to support the eLearning Centre financially   

[bookmark: _Toc18226843]2.2 Project Scope Management
“Project Scope Management includes all the necessary processes to ensure that the project includes all the work required, and only the work required, to complete the project successfully” (PMBOK, 2000).
[image: ]

[bookmark: _Toc18226844]2.3 Our Scope baseline
· This project aims to create awareness of the computer eLearning Centre 
· The importance of computer literacy for elderly people
· Fundraising through free donation
· Give information on the advantages of modern communication methods such as internet and its limitations. 

[bookmark: _Toc18226845]2.4 The project Financial Overview
The budget allocated to us for the organisation of the event was £3,000 and the total amount we spent was £2,150 which is under the estimated cost of the project. We were able to save about 25% of the budget due to the fact that we obtained the services of the caterer at a lower price and the council gave us discount on the renting charge of the event venue. 
 [image: ]


[bookmark: _Toc18226846]2.5 Work breakdown Structure (WBS)
We used the WBS structure to depict in the project the connections of each activity to one other. The critical work components are represented graphically giving the project management team the possibility of foreseeing the results in view of different situations and to make rapid choices of embracing recommended changes or not.

[image: ]
2.6 Activity list 
The purpose a project activity list is to make sure that all project deliverables listed in the WBS are accounted for and also that the required work is assigned to it. It is similar to work breakdown structure that is used to create the project schedule (project-management-knowledge.com, 2019). For instance, the table below represents the activities list of our project.
[image: ]

[bookmark: _Toc18226847]2.7 Critical Path (Action Plan)
We used the activity list to prepare our action plan. This shows the dependencies, for instance, activity 2,3,4 and 5 cannot be carried out until activity 1 and 5 are completed. Also, the starting of activity 5 is after completing activity 4.
 
 

[image: ]

The activities that have zero float are marked with red colour.
“Critical path is defined as the longest sequence (path) of dependent activities in the network that need to be completed for the project as a whole to finish” (Maylor, 2010). This tool is useful for identifying the activities that can be prioritised or delayed without affecting the project’s deadline.
CPM was adopted in this project in the classification of activities in other to identify the those that can be delayed or started earlier. The reason is that sometimes, resources can be reallocated without affecting negatively the deadline. CPM also has the benefit of determining the early starting point and late starting point for each project’s activity.

[bookmark: _Toc18226848]2.8 Gantt Chart
This is a useful tool for planning and scheduling of activities in project management. The advantage of this tool is that it allowed us to show the workflow of our project, how each activity is linked to one another as the represented in this figure below. 
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[bookmark: _Toc18226849]2.9 Risk Management Plan
The PRINCE 2 Method of project management principles risk management established that risks should be identified, and steps should be taken to remove or reduce its impact. In this project, in an attempt to manage risk effectively, we carried out all possible risk assessments to identify, analyse all possible sources of risk and necessary steps are taken to eliminate or reduce their influence on the successful outcome of the project.  
Risk Identification: In this project, risk register is used to compile the probable risk and its likely nature of “occurrence, impact, severity and possible consequences” is represented in the risk register below:

Project Risk Register
[image: ]
Risk Analysis: For example, in risk analysis, we considered also those risks that are within our control such as external dependency tasks like the possibility of the catering contractor delaying supply of the refreshing items. This situation is outside our control but can be taken care of with our plan B as evidenced in the table above. Before starting the programme’ the audience must be educated on how to abandon the venue should a fire incident occur, and the firefighting brigade is standing by.
Risk Mitigation: The purpose of risk mitigation in this project is to avert or lessen the identified risks in this project. Reducing uncertainties makes our team capable of overcoming any negative external factors. Every member of the project team is assigned a task in such a manner to avoid overburdening any member. The advantage of this method is that every team member was able to do their jobs very well. 

[bookmark: _Toc18226850]2.10 Probability-and-impact-matrix
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This method is used to indicate the seriousness of the risks identified in our project. “If a particular risk has a moderate probability and the estimated impact of this risk is major, then you look into the respective row and column to identify the risk rating. For a moderate probability and major impact, the risk rating in the above matrix is Medium". 

[bookmark: _Toc18226851]2.11 Stakeholder Analysis
Stakeholders are those having interests in the result of the project, their attitude and actions can contribute to its success or failure. The critical stakeholders of this project are Sugarman Health and Wellbeing, their clients, barking and Dagenham council, the project team etc. 
Stakeholder analysis is used in classifying stakeholders based on their power and interest in this project. The key stake holders such as project manager and its team, the elderly people are the ones with high power and high interest in the project and they are to be managed closely. According to the stakeholders matrix, low power stakeholders have low interest, keep them informed of the progress of the project (stakeholdermap.com, 2019).
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[bookmark: _Toc18226852]2.13 Stakeholder communication plan
In project management, it is essential to know what information to communicate and the suitable method of communicating them. The use of communication plan is to identify the information requirements of all the stakeholders, format of information to communicate, the frequency and the communication method to be used.
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[bookmark: _Toc18226853]2.14 Quality Management Strategy
Project managers use this strategy to guarantee that the expected levels of value of project deliverables are achieved. In this project quality strategy used to outline the adequate quality that is characterised by the standard of our organisation.

[image: ]

Project Quality Control
· Venue quality – we checked the online review of the hall and its accessibility by train and bus.
· Food quality to be served – we used sampling method to taste the quality food
· Speakers from Council – we checked online review of the speakers and their academic qualification.
· Event Sponsors – A signed agreement was signed was obtained from the co-sponsors.
· Activities time management – Project calendar was to schedule activities.

[bookmark: _Toc18226854]2.15 Project Closure
[bookmark: _GoBack]A project closure checklist was used to follow all company required project closure procedures to make sure that no items were left over from any plans or timelines that were not completed. All items left for later are taken care of. A project is done email/announcement has gone out internally and to the customer with important information. Feedback is given and collected from all the stakeholders and the project manager thanked appropriately the team members and all the external collaborators.  

[bookmark: _Toc18226855]3.0 Personal Critical Evaluation of Project Management 
In the project initiation phase, roles were assigned to each member and responsibilities were shared according to our respective skills. “Roles define the formal structure of the group and differentiate one position from another” (Johnson and Johnson, 2003).  One of my duties was to manage the project’s accounts and resources. My knowledge of Business Management and Applied Accounting allowed me to play a very good part to the success of the project. Based on the feedbacks received from my line manager, the project leader and other team members, I was able to make sure that the reduced resources given to us had no negative impact on the quality of the project outcome. Being part of this project enabled me to acquire some new skills but I realised that I lack experience in writing project scope properly. Knowledge of project initiation planning, team communication, conflict management, and dealing with stakeholders is crucial to the successful outcome of the project. Effective project management is all about getting the basics right (Newton, 2006). Therefore, I have planned to improve my knowledge in these areas because managing a project is more difficult if the project manager lacks experience. The actions I need to take to improve my project management skills are stated in my personal development plan below. 
Personal Development Planning (PDP) is “a structured and supported process undertaken by an individual to reflect upon their own learning, performance and/or achievement and to plan for their personal, educational and career development” (Cottrell, 2003). This document is an agreement between an employer and employee that outlines the projected growth for the employee, the skills to improve or learned or that overall performance should meet a certain standard by a specified time.
The PDP process involves the individual to reflect on achievements and identifying his or her strengths and areas that need further development through setting of goals. The specifics of PDP are not one fits all, it depends on the job and status of the employee and can vary greatly. At times, personal development plan is created when an individual is specifically tasked with showing improvement in his job. 
There are several benefits that employees and organisations can derive from personal development plan such as employees becoming more motivated and interested in the progress of the organisation. PDP allows employees to be able to recognise their potentials and fulfil them by developing skills for employability (Ward et. al., 2009).
[bookmark: _Toc18226856]
3.1 Strength and Weaknesses
[bookmark: _Toc18186877][bookmark: _Toc18187925][bookmark: _Toc18188657][bookmark: _Toc18226857]My Top Three Strengths
1. Team Communication and Presentation
2. Accounting
3. Decision-making and Problem-solving
[bookmark: _Toc18186878][bookmark: _Toc18187926][bookmark: _Toc18188658][bookmark: _Toc18226858]My Top Three Development Needs
1. Writing Project Scope
2. Strategic thinking
3. Risk Assessment
[bookmark: _Toc18186879][bookmark: _Toc18187927]
[bookmark: _Toc18226859]3.2 Objectives: 
To learn how to use my strengths to improve my performance in achieving better results. 
Target period – 5 months.

[bookmark: _Toc18226860][bookmark: _Hlk16422787]3.3 Actions to take for the achievement of these objectives  
The first step to achieve these objectives is speaking to my manager about my desire to be a member of the newly formed high-level, cross-functional process improvement team. Being a member of this team will leverage some of the project management skills that I currently have plus my other existing strengths. Participating in this team will enhance my knowledge and experience in writing project scope, risk assessment and strategic thinking skills including learning about other functions of the company.
Apart from being a member of the cross-functional process improvement team, I will use my free period to train in various programmes available in the company that includes requesting to be shadowed and mentored by other more qualified counterparts and taking some external project management courses.   
[bookmark: _Hlk16422821]My expectations – My aim is to be able to enhance my performance at a reasonably good level using feedbacks from my mentors and trainers. I will do personal audit every month end to know where I still need more improvement. 
[bookmark: _Hlk16422837][bookmark: _Hlk16424376]Target period to achieve the objectives – Although, the target time for the achievement of these objectives is set at 5 months but I hope to achieve it through hard work before then.         
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4.3 Probability-and-impact-matrix
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We used the probability and impact matrix to indicate the seriousness of the risks
identified in our project. “If a particular risk has a moderate probability and the
estimated impact of this risk is major, then you look into the respective row and column

to identify the risk rating. For a moderate probability and major impact, the risk rating =
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16 SWOT Analysis

Quality Checklist

Quality Item Yes No N/A Date Comment

Checking quality standard maintained by Yes
the venue owner

Checking quality of food that will be served Yes
to the audience

Making sure that all the team member are  Yes
properly dressed

Making sure that information handout and  Yes
flyers are printed on time

Contacting the sponsor to release the fund  Yes
for the event

Making sure that event is sent out on time ~ Yes

Making sure that musical arrangement is Yes
done properly
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