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Introduction

This project will be focused on determining the appropriate Management skills, techniques, and tools for successfully planning and monitoring a project. 
In the first chapter I will determine the nature and characteristics of the project overall and the basic elements and stages for successfully achieving the goals of the project. In this chapter I will also focus on explaining in detail the nature of the main tools and pathways for creating a successful project plan. 
Chapter two will be focused on using the determined tools and techniques from chapter one in one of the recent projects I have taken part in my organization. I provide a brief information about the organization structure and the needs of the chosen plan. Following the steps explained in chapter one I will create a Project plan using the knowledge gained through this module and will conclude with analyze of my ability to manage a project. 


Chapter 1 

1. [bookmark: _Hlk47981279]Nature and characteristics of the projects

Projects are an integral part of our environment. In a long period of development of economic history, the emphasis is on establishing a sustainable organization and environment as a condition for the development of successful business.
The modern economic reality is strongly influenced by the processes of change - both by globalization due to the explosive development of the means of information communication, and by the transition of entire societies to the conditions of a market economy and strong competition. Seriously are shrink both the markets and the time needed to develop new competitive products or services.
This requires organizations to use new management approaches and organizational solutions to respond flexibly to the rapidly changing environment to maintain and expand their competitive advantage.
According to Turner. J. (1992) the project-based Management is gaining ground as an efficient tool for organizations to respond to the change, develop their innovation capacity and, consequently, their competitiveness. In this sense, it is quite necessary that all Managers have knowledge and skills for project management in their portfolio, along with other traditional disciplines.
Most often the project is identified with various activities such as investment, research, design, information research, consulting, and others.
The range may include some or all of them. The common denominator is that non-standard complex actions are performed in conditions of constraints in terms of time, cost, and quality requirements, or in other words, the scope or set of activities is unique.
Following the logic of any management philosophy, project management is necessarily aimed at optimal utilization of company resources under the available constraints.
A characteristic feature of project management is its transience or limited duration. In the context of the findings, project management can be defined as:
Performing a set of diverse activities with unique content to solve a complex non-standard problem, with restrictions on time, cost, quality, and specific requirements for the organization of work.
Considering the basic characteristics of the projects, the following characteristics can be derived:
Unique goals, specified in time, cost, quality, scope, and organization. The combination of various research, research, commercial and other activities is subject to pre-established costs in terms of cost and time.
The project has a beginning and an end. The mentioned activities are carried out within this beginning and end. Also, the development and production of techniques and tools for these projects is consistent with their temporary nature. It determines the relevant management decisions.
The project has its own life cycle. It usually goes through the stages of identifying needs and tasks, preparing the feasibility study, design and construction or any other activities, starting a project or agreement, operation of the project or implementation of the agreement, completion of the project.
Strong connection between the project and the environment within and outside the survey.
Planning is the basis of project management.
A project can involve multiple teams with specialists who need to be led and coordinated. In this sense, proper planning is the first step towards project development and management.

2. Basic elements, stages, and goals of project management.
Project management is one of the relatively new management approaches. A project is a temporary undertaking accepted for the creation of a new product or service through the implementation of a unique range of activities.
Project management combines and orients the different management functions to the preparation and implementation of the individual project. It requires different competencies. On the one hand, these are purely managerial knowledge and experience, and on the other - specialized expertise related to a specific subject area in which the project is developed and implemented.
Project management works closely with the methods, tools, and techniques of traditional management. It also contains planning activities, organizational decisions, coordination function, evaluation, and control.
According to Baylor and Walhing (1979) within the project frame are also differentiated the functions for planning, organizing, coordinating, stimulating, and controlling. They follow the logic of common institutional functions, management functions. At the same time, however, they are oriented and consistent with the goals and nature of the project.
The measurement of development and results depends on several critical factors. Typical examples are technology, time, cost, profit, resources required, market acceptance.
All projects are initiated by a specific need. Each of them can be specified according to the need for an institution, user, marketing department or any other element of the organization.
Most projects have several objectives related to technical and organizational aspects, delivery times, costs, etc. as the goals are necessarily linked to the priority of the company strategy.
Based on this grading and the developed performance criteria, for each individual goal the technological concept is developed together with a schedule and budget of the project. The next step is to integrate the initial project, schedule and budget into a project plan defining what needs to be done, by whom, at a price and when. Once the plan is adopted, the actual implementation is monitored. When there are delays or overspending, adjustments are made to meet the schedule.

3. Methodologies and tools of the project planning

Project management is a process through which a project is successfully completed. The development of modern management practice distinguishes two main approaches.
A classic approach that defines project management based on the tools and techniques of a knowledge core.
A structured approach defines project management based on the processes needed to manage the five main objectives and risk.
There are two methodologies in the core of knowledge - the critical path method (CPM) and the cost specification method (C/SPEC).
CPM was developed independently to solve problems in the chemical industry, shipbuilding, and energy in the 50s. It focuses mainly on time management through the use of network scheduling. The CPM methodology is sometimes referred to as CPA (Critical Path Analysis) or PERT (program evaluation and review technique).
The CPM and PERT methods are an integral part of the management of projects. Their application provides the following advantages:
- creates preconditions for unification of the project planning, although they are from different fields, and their presentation on comparable in such a way that they can be compared.
- an opportunity for quality monitoring and control is created.
-critical activities are determined, which if delayed will slow down and the realization of the whole project.
-determine the activities that can be delayed for a certain time without affecting the cost and overall duration of the project.
-activities that have the potential for delay may provide temporary resources for redistribution without its negative consequences.
-if the date of the beginning of the project is known, then all the main one’s stages and works can be scheduled in time.
-an analysis of possible conflicts can be made at realization of the works and use of the resources.
- the works to be performed can be determined in parallel to meet the pre-set commissioning deadline.
The CPM and PERT methods are easy to use and bind together total duration, use of resources and project budget.

C / SPEC was developed by the military industry of the United States. It focuses on three objects: scope management, organization, and expenditure. Scope management is defined through the hierarchical structuring of the work- work breakdown structure (WBS), and of the organization, through the structured and - organization breakdown structure (OBS).
A two-dimensional matrix, formed through WBS and OBS, is called the scheme for spreading responsibilities. This matrix compared to the hierarchical structuring - cost breakdown structure (CBS), forms three-dimensional matrix formed through WBSxOBSxCBS, called cost control cube.
In most cases the distribution of tasks (WBS) is performed during the conceptual phase. WBS is a document that divides the project into basic components - basic equipment, software, information, auxiliary elements. These elements are further distributed, and a list is prepared, identifying each individual activity, which should be carried out for the realization of the project. WBS assists in defining the activities to be performed and assists in planning, financing, monitoring and control. Therefore, with the progress of the project, the schedule and costs can be compared according to the plan and budget.
The definition of the project, as reflected in the WBS, is checked at the stage of detailed planning with a view to determining the knowledge and skills needed to achieve the project objectives. Depending on the planning perspective, employees from other parts of the organization may be used to test the project, although previous tasks may limit the use of this resource. Other strategies involve hiring new staff or subcontractors. rental of equipment or facilities.
To assess the need for resources and prepare a detailed plan-schedule, it is necessary to develop a detailed list of activities to be performed. These activities should be aimed at the realization of the tasks according to the WBS in logical and economic sequence in accordance with their technical reliability. Each task, written in the preliminary plan, consists of one or more activities. Feasibility is ensured through a link between activities. This link can be graphically represented by a network model.






4. Gant chart

In 1920, a management consultant named Henry L. Gant created what is considered a revolutionary business management tool and what is today considered an ingenious business tool: the Gantt chart. Initially, Gantt created a graphics system to create a visual plan for shipbuilding.

Gantt chart - a chart that shows through a series of horizontal lines the connection between the amount of work or production performed for a certain period and the planned. It is one of the most used charts for rendering and monitoring the plan for a project. There is every task here start and end date as all tasks are arranged in horizontal time scale. (Clark, W. 2019)
There are 4 main types of dependencies in Gantt charts between tasks. The first three are the most common, and the latter is rarely used:
 Finish to Start (FS) - this is the most common the dependence encountered. In FS, an activity cannot start before graduating another, but it is possible to execute later.
 Start to start (Start to Start = SS) - SS tasks can’t start before a previous task has started.
Example: to start the quality control process from client side of a software, the actual work on the product itself must also begin. Otherwise the client has nothing to control.

Finish to Finish (Finish to Finish = FF) - FF cannot finish until you finish the previous one.



Start to Finish = SF - Example:
Some cases that programmers of a software can consider that they have completed their work, the handover process must begin so that the customer can get the software and review. If the customer has comments, so they have not done their job and they have to specifications adjustments.

The steps in building a chart of Gantt are the following:
1. Compiling a list of all stages of our project – from the first to the last, arranged in a column one below the other.
2. Adding a table with the required execution time each stage considering the start and end date for tasks.
3. Drawing an empty rectangle for each stage of project.
4. For the independent tasks the drawn rectangles may contain the estimated execution time of each task. It is determined by the available qualities and the opportunities of the people who will take part in performance of tasks.
5. Care must be taken in arranging the sample dates for each of the tasks and subtasks so as not to skip fixed and fixed date for the end date of the project. Will is critical if determining the dates for each of tasks pass the date of the project deadline.
6. Add a legend indicating the beginning of each a new stage. 
7. Use graphs to indicate which one’s stakeholders are responsible for carrying out specific project activity.
8. Getting to know each of the participants in the project with the finished diagram to obtain an adequate inverse connection and, if necessary, adjusting the data and dates originally entered.








Chapter 2 

1. Introduction to the Project in Just Helpers ltd. 

Just Helpers ltd is a domestic and commercial Management cleaning agency established in London in 2015. The company have 51 cleaners, managed by 2 Team Managers, 2 Operational Managers, 2 Sales Managers, 1 accountant and CEO. I have been working as a Team Manager in South and West London for the past years.
The last 4 months were critical and incredibly challenging for the company. Since the recent lockdown in relation with the COVID 19, the company lost 49% of the regular clients and more than 50% from the estimated profits compared with the first quarter of the year. 
On our last team meeting the Management team brainstormed some projects ideas to make the company more competitive and attractive on the market, and potentially decrease the loss percentage for the next quarter of the year. With the help of the government scheme for funding companies affected by the COVID 19 lockdown, we had a budget of £15 000 for any kind of innovations or improvements. After many discussions, our team decided to chose one specific project. The project is about investing in the cleaning staff’s knowledge about working with hazardous chemicals and infectious control. Every cleaner will need to pass individually the specifically chosen course and get the certificate accredited by CPD. 




Project Team:
1. Antoinette Danielle- CEO of Just Helpers LTD
2. Vanya Petrova- Project Manager - organizes, coordinates, and controls the project activities.
3. Vivian Dimishkovska- Assistant Project Manager 
4. Valeriya Valcheva – Team Manager- consulting and advising the cleaners 


Duration of the project:
The project activities will be implemented in 31 days from 1st of August until 1st of September 2020


2. Project breakdown- WBS 

     2.1 WBS Network Diagram 










2.2 WBS Outline 

1. Training of cleaning staff to work with infectious diseases
1.1 Choosing training academy
1.1.1 Research CPD certified academies
1.1.1.2 Get quotes
1.1.1.3 Make a list with offers
1.2.1 Present the offers to CEO
1.3.1 Contact with the approved academy
2.1 Presenting the course to cleaning staff
2.1.1 Organize virtual meeting with cleaners in South London
2.1.1.2 Organize virtual meeting with cleaners in North London
2.1.1.3 Organize virtual meeting with cleaners in West London
2.1.2 Organize virtual meeting with cleaners in East London
3.1 Collecting and storing the certificates
3.1.1 Support cleaners during their training process
3.1.1.2 Help with IT problems
3.1.2 Download certificate
3.1.2.2 Store certificates in company cloud
4.1 Advertising new achievements
4.1.1 Create new article in company blog
4.1.1.2 Write a newsletter email to existing clients
4.1.1.3 Post story in social media
4.2.1 Add article in company website
2.3 WBS Dictionary 

	Level 
	         Code
	Name
	Description 

	1
	1
	Training of cleaning staff to work with infectious diseases
	Project overall

	2
	1.1
	Choosing training academy 
	Make a research of CPD certified academies who have this type of course included. Contact sales representative and get an offer for a business account. Collect offers into a spreadsheet and present to the CEO. Contact the approved academy.

	3
	1.1.1
	Research CPD certified academies
	Research CPD certified academies who are providing training courses for working with infectious and hazardous chemicals 

	4
	1.1.1.2
	Get quotes
	Contact the sales representative from the listed academies and enquire for a business account quote based on 51 cleaners who will need to pass the course.

	4
	1.1.1.3
	Make a list with offers
	Collect all offers from the different academies and make a spreadsheet for the CEO for approval .

	3
	1.2.1
	Present the offers to CEO
	Arrange a meeting with the CEO of Just Helpers LTD and present the spreadsheet with the offers.

	3
	1.3.1
	Contact with the approved academy
	Once the CEO approve an offer, contact the academy to create the business account.

	2
	2.1 
	Presenting the course to cleaning staff
	Create a presentation for the cleaners, explaining the need of passing this course and their benefits of gaining this knowledge  

	3
	2.1.1
	Organize virtual meeting with cleaners in South London
	Schedule a virtual meeting for the presentation with the cleaners from South London. Lead the presentation  

	4
	2.1.1.2
	Organize virtual meeting with cleaners in North London
	Schedule a virtual meeting for the presentation with the cleaners from North London . Lead the presentation  

	4
	2.1.1.3
	Organize virtual meeting with cleaners in West London
	Schedule a virtual meeting for the presentation with the cleaners from West London. Lead the presentation  

	3
	2.1.2
	Organize virtual meeting with cleaners in East London
	Schedule a virtual meeting for the presentation with the cleaners from East London. Lead the presentation  

	2
	3.1
	Collecting and storing the certificates
	Help and support the cleaners during the training process. Provide IT help where needed. Collect and store all passed certificates in a company cloud. 

	3
	3.1.1
	Support cleaners during their training process
	Constantly check on cleaners who are struggling with the language barrier or understanding specific terminology 

	4
	3.1.1.2 
	Help with IT problems
	Help cleaners with IT problems such as -login to their account, passwords, glitches or etc. 

	3
	3.1.2
	Download certificate
	Mark all passed certificates in the check list with cleaners and download each of them 

	4
	3.1.2.2
	Store certificates in company cloud
	Create a new folder in the company drop box and store all downloaded certificates 

	2
	4.1
	Advertising new achievements
	Once all certificates are collected and stored, update all marketing sources- social networks, linked in, blog, newsletter email and website with information about the new achievements of the cleaners.

	3
	4.1.1
	Create new article in company blog
	Write an article in the company blog about the project and how this will improve the cleaning standard of the cleaners.

	4
	4.1.1.2
	[bookmark: _Hlk47365330]Write a newsletter email to existing clients
	Write an article about the project in the monthly newsletter email sent to all existing and prescribed clients on the list 

	4
	4.1.1.3
	Post story in social media
	Create a photo story and description about the project and post in all social media (Facebook, Instagram, linked in and etc.)

	3
	4.2.1
	Add article in company website
	Update the company website with information about the cleaners and their certificates, describe the benefits for the customers.









2.4 Timing estimates

	Code 
	       Task 
	  Task duration(days) 
	 Previous        task 
	Start date
	End date

	1.1
	Choosing training academy
	1 
	
	01.08
	01.08

	1.1.1
	Research CPD certified academies
	1
	1.1
	03.08
	03.08

	1.1.1.2
	Get quotes
	2
	1.1.1
	04.08
	06.08

	1.1.1.3
	Make a list with offers
	1
	1.1.1.2
	06.08
	07.08

	1.2.1
	Present the offers to CEO
	1
	1.1.1.3
	07.08 
	08.08

	1.3.1
	Contact with the approved academy
	1
	1.2.1
	10.08
	11.08

	2.1
	Presenting the course to cleaning staff
	1
	1.3.1
	11.08
	12.08

	2.1.1
	Organize virtual meeting with cleaners in South London
	1
	2.1
	13.08
	13.08

	2.1.1.2
	Organize virtual meeting with cleaners in North London
	1
	2.1.1
	13.08
	13.08

	2.1.1.3
	Organize virtual meeting with cleaners in West London
	1
	2.1.1.2
	14.08
	14.08

	2.1.2
	Organize virtual meeting with cleaners in East London
	1
	2.1.1.3
	14.08
	14.08

	3.1
	Collecting and storing the certificates
	5
	2.1.2
	17.08
	21.08

	3.1.1
	Support cleaners during their training process
	5
	3.1
	17.08
	21.08

	3.1.1.2
	Help with IT problems
	5
	3.1.1
	17.08
	21.08

	3.1.2
	Download certificate
	2
	3.1.1.2
	19.08
	21.08

	3.1.2.2
	Store certificates in company cloud
	2
	3.1.2
	19.08
	21.08

	4.1
	Advertising new achievements
	5
	3.1.2.2
	24.08
	28.08

	4.1.1
	Create new article in company blog
	1
	4.1
	24.08
	25.08

	4.1.1.2
	Write a newsletter email to existing clients
	1
	4.1.1
	25.08
	26.08

	4.1.1.3
	Post story in social media
	1
	4.1.1.2
	26.08
	27.08

	4.2.1
	Add article in company website
	1
	4.1.1.3
	27.08
	28.08







3. Cost and resource breakdown structure

3.1 Resource breakdown structure

3.2 Cost breakdown structure 

Equipment

1. Internet access for 1 month- £ 24.99 per person x 3 people = £ 74.97
2. Computers – 1 laptop/per person - £450 x 3 people= £ 1350.00 
3. Printer- 1 printer for the Project Manager- £99.00 = £99.00 
4. Mobile phone – £159.00 per phone/per person x 3 people =£ 477.00


                            £74.97+£1350.00+£99.00+£477.00= £ 2000.97                                           

Total for Equipment – £2000.97





Software
1. Microsoft full office package ( includes Word, Excel, Powerpoint and Teams) - £ 25.00 per month/ per device x 3 devices= £75.00 
2. Dropbox cloud space per month £15.00 = £15.00 
3. Access to online training platform per person(cost of online course) – £35.00 x 51 cleaners=  £1785.00 

   
                                   £75.00+£15.00+£1785.00 = £ 1875.00 




Human resources 

1.Course advisor-  £15.00 per hours x 5 hours = £75.00
2.Project Manager- Salary per month-  £ 2700.00 
3. Project Assistant – Salary per month- £ 2200.00
4.Marketing officer- Salary per week - £450.00 

£75.00+£2700.00 +£2200.00+ £450.00 = £ 5425.00 

                           Total for the Human resources- £5425.00 


£2000.97+ £1875.00 + £ 5425.00 = £ 9 300.97


Total Budget for the project - £ 9 300.97


4. Analyze of my ability to manage a project 

I have been working in Just Helpers LTD for the last 3 years as a Team Manager. Every project up until now was created and managed by the CEO. This was my first time leading a project from A- Z using the learned techniques and tools. 
The project plan was made incredibly detailed with clear timeframe and task description. The budget was calculated to the smallest detail and I have successfully negotiated the price with the training academy which significantly dropped the final price. I have set a clear project objective and continuously keeping motivate the other project members and the cleaning staff. The deadline and budget of the project were successfully met. 


Conclusion 

Project management is a system of interconnected elements, representing the so-called. project life cycle, whose main task is to ensure its effective implementation.
The results of the project include the final production and the beneficial effect. Depending on the type / objectives of the project, its results can be scientific development, new technological process, software, construction site, implemented curriculum, restructured company, certified quality system, etc. The success of the project is judged by the extent to which it corresponds to its cost / income, innovation, quality, time, social, environmental, and other characteristics at the planned level.
The report revealed the basic techniques and methods for project management, as well as their application in a real working environment. The second part of the report displayed my skills for developing and managing a project on my working place and concluded with evaluation of my ability to manage a project.
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