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[bookmark: _GoBack]Introduction
A project may have several of the company's features, comprising of individuals, objectives, strategies as well as monitors. A project is a structure that crafts everything together and establishes a framework and a method that maximises the chances of success. (Roberts, 2011, p. 12-13). 
This report identifies the tools used during the process of managing a project. With the help of various tools, the project is monitored to make sure it is meeting the aims and objectives. Tracking the progress with the aid of various tools in project management helps to make sure the deadlines are met as well as analysing the positives and negatives that could protentional impact the project.

Main Body
The project assigned to the project team was via collaborating with BME Skills Project by Swansea Council Voluntary Services (SCVS). Swansea Council Voluntary Services are an umbrella organisation who support and provide voluntary activities, development, maintenance and represent the voluntary organisations. (Swansea CVS, 2019).
The name of the Project is BME Skills which helps supports the Black Minority Ethnic groups as well as organisations to enhance their knowledge and understanding with the aid of experienced volunteers. (Swansea CVS, 2019).
Project management is a method which involves expertise, knowledge, and understanding in order to accomplish the objectives of a project throughout defined guidelines. (Carstens, et al. 2013).
Project life cycle
[image: Image result for project life cycle]The project life cycle complies of four stages Initiation stage, Planning stage, Implementation stage and Monitoring and Evaluation stage. The project life cycle is a series of stages a project passes in order to receive the outcome. It can be modified as required and helps to provide a clear understanding of the project and steps required for completion. (Westland, 2007), (Pica, 2015).

Project Life Cycle
Initiation Stage
The project's initial step was to conduct the Belbin experiment where everyone tested themselves with the Belbin's Nine Roles to see if they are compatible and what abilities everyone has. According to Belbin “A team is not a bunch of people with job titles, but a congregation of individuals, each of whom has a role which is understood by other members”. (Belbin Associates, 2019).
By undertaking the Belbin’s Nine Role It also assists the strength and weaknesses of the team and the project tasks can be divided amongst team members accordingly.
The project manager has been assigned within the team at this stage, the project framework has been addressed. The scope of that same project has been addressed and defined, as well as the restrictions have been understood. (Westland, 2007).

Project Scope 
A scope of a project would be the process that is an essential part of project development. It essentially creates a series of project priorities and targets to be accomplished in order to deliver the project efficiently. This provides the ability to define the relevant objectives, targets, assets, resources, and budget. (Moustafaev, 2015).
[image: ]The BME Skills Project's project scope is:
Aim: Deliver a three hours workshop on demystifying marketing and its effectiveness in an organisation. 
Objectives: The Objective of the project is to help small organisations to take advantage of the service and enhance their understanding of marketing.

Project Management Triangle
[bookmark: _Hlk27397721]The Project Management Triangle, defined as the "triple constraint diagram" is a valuable tool throughout the implementation and identification processes. It is a way to define the relationship of the key variables on the project visibly. It is used to analyse the three main components of the project and its execution. Time, Cost and Product make up the Project Scope. (Dobson, 2004). 


The two most important constraint of the project was the time and product as there was no cost involved. 
· Time - The time was constrained to six weeks from start to finish.
· Cost - No cost involved in the project.
· Product - The product was the delivery of the workshop to demystify marketing which has to be well researched with information that can help broaden the understanding of the participants. 
(Wintour, 2015, p. 112).
The job role of the project manager was to allow the project team to perform in a certain manner to fulfil the constraints of the project. 
Planning Stage:
After the Initiation stage the project entered the Planning stage where the team have worked towards the goal of the project. This has been done through a series of tasks which are:
· A deadline was set 29th November 2019
· The project team has formed a plan to outline the main tasks required
· The team divided the roles and tasks amongst the team members
· The team formed a Quad Chart 
· The role of designing a poster and leaflet was assigned to two team members
· Along with the consent from the project lead an invitation containing the designed leaflet and poster was sent to the participants of the project
· Identified the stakeholders of the project 
· A plan was formed for the workshop presentation and the tasks involved were divided.
· Gannt Chart was formed to keep track of the deadline 
(Lester, 2007).
Quad Chart
Quad chart is a tool which helps to understand and support the project to understand the aims/objectives, stakeholders, the desired outcome and how to measure the success to make sure the project is meeting the needs. It helps to structure the project in terms of what needs to be done to make the project successful. (Paladino, 2011, p. 300).
The aim of the chart was to give a brief overview contributing to better decision-making when analysing the aims/objectives and the purpose of the project. This splits the appropriate data into four categories, each clearly described in the chart.
[image: ]Below is the Quad Chart of the project:

[image: ]Updated Quad Chart



The Quad Chart above summaries the purpose of the workshop, who are the stakeholders, the desired result expected from the workshop as well as measures of success. The initial idea of the workshop was to transfer expert knowledge and understanding to the audience by creating a fun and very informative workshop as well as getting the audience to engage this can be done via activities also interact with them such as asking questions as progressing.

Stakeholders Analysis 
The Stakeholders Analysis assists to develop a better approach to the needs and interests of the Stakeholders this help the project team better understand the plan. This enables the team to identify stakeholders and plan their participation by grouping them according to their level of involvement and influence which ensures that the project is a success. (Eskerod and Jepson, 2013).
[image: ]Below is the project's stakeholder analysis:



Risk Analysis
Risk Management Analysis is a process that recognises problems and helps reduce impact. Using a risk management strategy helps to avoid these threats and challenges until they emerge. (Sadgrove, 2015). 
Here are some benefits of Risk Analysis:
· Recognise factors for failure in accordance with barrier defence.
· Knowing possible impact (political, social health, etc.)
· Allocation for resources which will make the biggest difference to risk management.
(Lund, 2019).
[image: ]The risk management table below provides details of the risks that are likely to occur:

Above is the Risk Analysis process that the project team have implemented to the project where they have identified the problems that could impact the workshop. Upon analysing the risks involved in the project it assisted the team to assess the internal and external factors as well as monitor the risks to mitigate any potential threats. One of the major treats was the poor turnout. Due to the size of the room and fire safety the team was limited to invite no more than ten audience.

Execution stage
Once the project has been wisely planned, the project team is prepared to begin the execution stage of the project. Generally, the execution stage seems to be the lengthiest stage of the project. This is the stage in which the deliverables are actually constructed then presented to the client for approval. In order to assure that the expectations of the client are fulfilled, the project manager regulates and manages the output of every deliverable through conducting a series of management processes. Upon each actual structure with approval of the goals and objectives by the client, a stage evaluation is performed to assess if the project is completely ready for completion. (Westland, 2007, p. 10). 
The following tasks the team carried out during this stage are:
· PESTLE analysis was performed
· WBS established
· Constructed the Gantt chart 
· Practise run 
PESTLE Analysis 
PESTLE Analysis aims to develop a sense of the structure as well as possible factors influencing the current and future interests of a company. External environmental variables are analysed in order to express the assumption of performance as well as being essential. 
P- Political
E- Economical 
S- Social
T- Technological
L- Legal
E- Environmental 
(Perera, 2016, p. 2-16).
Below is the PESTLE Analysis of the workshop that has been conducted by the project team where they have considered few of the major risks that are involved and can have an impact on the workshop.
Political: SCVS is used as a voting poll station. This had to be considered as this could have a significant effect on the workshop. If there were any elections which over laps the workshop date it would have been cancelled and there would not be an alternative option but to rearrange.
Economical: Printing out the posters, leaflets and relevant resources needed for successful completion of the workshop. 
Social: The main concern was low turn up for the workshop as this could potentially mean cancelation of the workshop due to lack of interest from participants. 
Technological: The presentation was on PowerPoint and the team had to make sure the projector, computer and the files were operating. To alleviate these risks, a backup of hard copies as well as digital copies on a USB were saved. 
Environmental: Having a bad weather would mean people who are using public transport may find it difficult to travel. The room allocated for the execution of the workshop was of a limited size and was limited to only 10 guests due to fire regulations. 

Work Breakdown Structure
[image: ]Work Breakdown Structure is a framework, a hierarchical structure that defines and disintegrates the tasks into smaller, more manageable sections. It is a way to divide and overcome larger projects in order to be more effective. (Norman, Brotherton, and Fried, 2008). 
The work breakdown helped the team to have a top-down approach. It assisted in breaking down the work during the project into manageable chunks. There were five main tasks as listed above and theses were then divided into smaller tasks. This helped to analyse the importance of each task and by breaking it down into smaller sections, different members of the team can work together contributing to improved team collaboration and much better project management. 

Gannt Chart
 The Gantt chart is a flexible method in the form of a graph. is a time-planned visual representation of activities. (APM.org.uk, 2019). 
[image: ]The team have together formed a Gannt Chart for their project. The Gannt Chart in the project has allowed the team to view both a realistic and conceptual view of activities and the progress made at each level. It has helped to schedule tasks and are a helpful way to show what work is expected to be completed on a specific day.

Practise run
A project life cycle's execution process began with a practice run which was every essential for the final delivery of the workshop. where the project team lead a pretend workshop to make sure everything that is related to the workshop runs smoothly without any interruption. 
Unfortunately, due to the low number of bookings the workshop for project was cancelled. However, the project team had the opportunity to deliver the workshop and the presentation in front of the project lead and her colleague. Where they were monitored and been evaluated for the way they have performed also, the feedback forms were completed.  


Evaluation/Closure stage
The closure stage of the project life cycle measures the overall project commitment and gives insight into the strategic phases of future projects as well as processes. The final phase will also have an effect on the recognition of objectives onto other current projects. (Kerzner, 2009, p. 71).
In 1984, David Kolb created a reflective cycle which is being used to provide a structure for learning from experiences and analyses what worked well and what knowledge can be gained from it to improve for the long term. (Reynolds, 2013).
[image: ]Here's an evaluation of the entire project using David Kolb's Reflective cycle.
What worked well
· Every team member of the project performed very well.
· Cooperation has been efficient between team members over the overall project of five weeks.
· Teammates knowledge and abilities have been improved.
· The audience has given positive feedback.


Reflection
Reflecting back on the start of the project the project team have collaborated together, communicated thoroughly throughout the project however it was not anticipated that there would not be any participants showing interest to attend the workshop. Although the project has been managed efficiently with the help of all the tools due to lack of interest shown by the participants the workshop did not go ahead. 
In the future if the project team were to organise a workshop more thoughts would be given on creativity, advertisement and invites to attract participants. Reminder email invites will be sent out and possibly more interaction with the participants.
At the end of the project the Gantt Chart has been revisited and updated with the completed tasks. Quad Chart has been updated with the secondary benefits to make sure the goal of the project was met. 
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