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[bookmark: _Toc17057728]Introduction 
Project management has become one of the top traits among the diversified workforce. Nowadays project management has become easier with the use of several tools and approaches. This report is aimed at providing an extensive idea regarding project management tools. This report will initially provide an idea about various tools that are used and their usefulness. British American tobacco has been chosen to get a more practical overview of project related approaches. In the later part, the way those tools and techniques are implemented in the actual project has been discussed. After the completion of the project, constructive feedback will be taken from the Colleagues based on which flaws will be identified and self-development plan will be undertaken.


1. [bookmark: _Toc17057729]A critical assessment of the usefulness of project management tools and techniques 
Understanding of Project management tools, techniques, and their usefulness in organisation 
The complex system of managing a project requires using various tools to fasten the level of productivity. Managing project both effectively and efficiently has become a matter of using the established project management tools in the right way (Heerkens, 2015). Gradually these tools and techniques have become an important factor of every project. 
Accepted tools and methodology for carrying out the project in the chosen organisation 
[image: ]British American Tobacco, one of the leading tobacco manufacturer need to undertake many projects on a regular basis. In British American tobacco, the projects are carried out using different methodologies in different departments (Bat.com, 2019). Their manufacturing section, they follow the waterfall method to carry out their projects related to manufacturing target. According to this method, they try to follow several stages to get the work done. Those stages include making sure of the engineers generate newer ideas regarding the instrument maintenance, manufacturing etc. (Kerzner, 2017). After having the proper idea of manufacturing, the system of executing the idea is fabricated. Here the entire system of product flow, which enables the consumers to get final products, is designed. Later, the management and the floor workers implement the idea and System. After the products are being ready, it is sent for testing and validation, which ensures the product qualities remain consisting of the market standard. Finally, the respective authority for the maintenance of the entire project looks upon this entire process (Bat.com, 2019).

Figure: Waterfall method (Ivancevich and Konopaske, 2013).

In some cases, BAT undertakes a project where they set a target to meet specific demand such as making 1000 lot of cigar within a week and sending them to final consumers (Bat.com, 2019). In such cases, the company uses the Prince2 methodology. This helps the company in those cases where the targets are clearly defined (Heerkens, 2015). Prince2 is used in BAT manufacturing and marketing Department. This method is used for getting the proper amount of product within a specific time and cost. Under this method, each member related to the project is assigned specific tasks before the project is the kickoff. This awareness makes the project to run smoothly.
[image: ]

Figure: Prince2 Method (Hook and Jenkins, 2019).
Several tools are being used for maintaining the project. The project management tools make working more easily for related groups. Hence, some of the tools that are being used by BAT has been discussed below:
Proof Hub: Bat has been using Proof Hub for so long. This tool eliminates the need for using several other tools for managing difficult projects. As all the features are packed within this single tool. These tools can be easily accessed over the phone. This makes the management of the project less stressful as it shows pictures of the Gantt chart. The proofing software is online based which assist in reducing the time while sharing feedback (Hook and Jenkins, 2019).
Click up: Bat also uses the software for their project management purposes. This tool helps the team workers to become more efficient. It is fabricated with an interface that is coupled with powerful features. This tool is customised with me dashboard where each related personnel of the project can look for things related to them (Ivancevich and Konopaske, 2013). 

Developing a table of criteria 
Managing a project requires a lot of time and energy. Hence, it is very important for the project to easily communicate the group members about the requirements (Heerkens, 2015). Several other factors must be met in order to meet the standard project management approaches. The table of criteria has been stated below:
	Criteria
	Assessment of Prince2 & waterfall methodology 


	Ease of understanding
	Several groups are working for successfully managing the project. There are several levels of knowledge required for the project to go on. The methodology must be easily communicable to the individuals (Hook and Jenkins, 2019). If the project members are not aware of each term and conditions then it might create a blunder.
Waterfall Methodology: This model is quite easy to understand as it has quite apparent stages. The obligations are also clearly identified 
Prince2:  In prince2, the understanding might seem quite difficult at first glance because of having so many buffering. 
 

	Fit with Organisational culture
	Organisational culture is an important factor while considering any project methodology. BAT has a diversified Organisational culture, which embraces the cultural differences gracefully (Heerkens, 2015). The project methodology must be incorporated with this diversified culture. In the case of waterfall methodology, it might create inconvenience with the open culture in BAT as waterfall exhibits rigidity.
Prince2 is widely used in the UK, so this is quite popular within the culture of the UK. This makes easier for British American tobacco to use Prince2 as this fits well with the organisational culture.


	Fit with the project requirements
	 The project requirements are an important determinant of project methodology. The project methodology must be based on the key requirements of the project. In cases of the small project, it is not appropriate to use Prince2 method, as it is more suitable for bigger projects. Prince2 is characterised by a more complex set of groups, Channels etc. (Ivancevich and Konopaske, 2013).
In cases of product manufacturing, using the waterfall methodology is appropriate. As this deals with product design, installation of equipment’s, product validation, and system design and so on. Therefore, it is very important for the methodology to be consistent with the project requirements.

	Easy accessibility
	The project information must be easily accessible by the relevant groups. The methodology must create an atmosphere that is easily accessible. This creates ease of convenience to each group (Hook and Jenkins, 2019). Easy accessibility eliminates the level of bureaucracy and thus helps diminishing misunderstanding of each group. In both Prince2 and waterfall, ease of accessibility has been ensured.

	Efficiency
	The project methodology must work in case of increasing the level of efficiency. Waterfall methodology creates stages and assures each level are working spontaneously. Thus, waterfall methodology increases efficiency. In prince2, the employees are well aware of the project and their tasks before the initiation of the project (Ivancevich and Konopaske, 2013). This surely increases efficiency.

	Well structured
	The project methodology must be well structured. There must ne clearly defined stages and the responsibility of each stage must be clearly stated. In both waterfall and Prince2 methodology, the stages are defined properly. The level of authority and responsibilities are stated properly.

	The lower level of risk
	The methodology must work in a way that reduces project risk factors. The methodology must be flexible enough to open the door for any error. In waterfall methodology, the level of rigidity is quite higher. When any error takes place, it is almost impossible to make things right. Thus it increases the level of risk. The situation is quite subtle in the case of the Prince2 method (Heerkens, 2015).



Explanation of the appropriateness of using various approaches in the chosen organisation
Several other tools are in force for various project management tasks. Those tools include:
Waterfall method: The tasks of the project are sequenced in a manner that exerts dependency over one another. The tasks are interrelated. Here the duration of each task can be assumed and based on that schedule can be made. However, this is quite useful for British American tobacco as the tobacco industry is not prone to heavy changes. On the other hand, the tasks of manufacturing cigar are quite interrelated (Hook and Jenkins, 2019).
Prince2: The agile manifesto created the principles and values of this methodology. The core purpose was to brushing away the obstacles while developing softwares by providing a distinct structure (Ivancevich and Konopaske, 2013). The prince2 method provides a higher amount of flexibility, which reduces risk factors. This might be a good call for British American tobacco.
This method works well in terms of long courses project. Here a clearly defined objective led the team or workers and try to accomplish the project within two or three weeks. At the end of each week, the project members met and set their goal for the entire week. This method might backfire in some cases  for BAT because of the high risk factors and less flexibility. 




2. [bookmark: _Toc17057730]Planning the implementation of a project within the organisation and communicating the Project plan with related groups
Identification of the project
British American Tobacco has recently completed the renovation of their regional offices in Indonesia, Bangladesh and the United States. This renovation was focused on providing an excellent work environment for the workers, which will reduce the level of work stress and will help to work more for the betterment of the organisation. This renovation is furnished with the latest technologies that will provide premium-working experience. To get mass coverage and build publicity, the company has decided to throw a launch party, which might help in getting a competitive edge and attracting workers that are more competent. The core purpose is to celebrate success. The event is going to take place in the first week of October. Being the project manager, the event must be handled carefully within the scheduled time. The event will include some formal function and will also incorporate with Informal celebration. The staffs and their family will get the opportunity to Excursion the entire ambience. Some renowned faces will be welcomed to create a festive environment. Food and drink will be offered as a celebratory component. The director board of British American tobacco will sponsor the entire project and the approximate budget for the event has been estimated at $50000. 

Project initiation document for implementing a project plan
Project plan must be incorporated with the proper budget plan which made it more easier for the project to run. Here some initiation document will be considered t implement the event launching project a successful one.
Budgetary information 
The entire project has been estimated to cost around $50000. The event will be organised in the renovated premises. The professional event management team will be hired for having an eye-catching decoration. The team will be accountable for looking over other factors such as scheduling ceremonies, serving guests etc. The estimated fees for this team including the decoration is $25000. Later for felicitated of the dignified guest, who will inaugurate the ceremony will cost around $1000. For the catering, the guests and workers, the food and drinks costs have been estimated at $10000. The technical cost is estimated to be $1000. Invitation cards and appreciation gifts cost will be $5000. The security cost for having a safer ceremony is estimated $4000 and the promotional spending will be $4000.
Time 
The project will be lasting until the event takes place and promotional activities have been undertaken. The event will take place in the first week of October that sets the duration for the project is 1.5 months and the promotional activities will take more a week. 
Objective 
The key objective of the project is to create a jovial environment for the workers by having them celebrate some time with their families in the workplace. The other important objectives include attracting promising future workers through instigating them by this celebration.
Approach 
To gain the above-mentioned objectives traditional approach will be undertaken. The formal ceremony will be consistent with the previously followed norms of the company (Ivancevich and Konopaske, 2013). Moreover, celebrity faces will be invited for the purpose of both publicity and entertainment. In every aspect of the event, the traditional approach will be followed in terms of food, entertainment etc. The security issues will be maintained precisely to make the dignified faces safer and welcomed.
Project management tools
1. Planning:  The planning includes three areas such as event planning, budgetary Planning and promotional planning (Ivancevich and Konopaske, 2013). The event planning includes decorating the entire premises, sending an invitation to guest, training individuals about each thing, checking technical aspects, ordering foods and drinks, welcoming the guests, serving the workers, entertaining the workers and guest, showing the entire renovation etc. Budgetary planning has been discussed in the PID section. Promotional planning includes hiring professional photographers, inviting media personnel, social media coverage etc. (Pinto, 2019).
2. Project Appraisal Techniques:  In this project, cost benefit analysis will be best suited for deciding on the project appraisal. This systemic approach evaluates project benefits by considering each option. The estimated cost and expected benefits are measured and thus project decision is made (Daft and Lane, 2015). Firstly, the goals and objectives are defined, the key goal here is gaining the non-monetary satisfaction of the employees. Then the alternative way through which this goal can be achieved is identified. Those include entertaining employees or letting them come with their families etc. A common metric is used to identify the outcome of cost and benefit. If the outcome of benefit overweight the outcome of cost then it is taken as a profitable project (Meredith, 2019).
3. Risk analysis:  The risk factors must be analysed with careful scrutiny. Risk factors include the invited guests might not come within a specific time, a technical error might occur while the ceremony is ongoing, food and drinks services may fail to meet the guest demand or they may not meet the quality standard, inviting media personnel might backfire if any inconvenience occurs. Such risk factors must be observed properly and backup steps must be taken (Williams, 2013).
4. Stakeholder analysis: The stakeholders of the project can be separated into groups and handled as per the needs. The key stakeholders of this project include: 
Employees: The employees are the key stakeholders here. The entire project is fabricated for the purpose of employees (Williams, 2013). Here the employees will get the first glance and share their happiness with families of their newly furnished workplace.  The employees will get the chance to meet with recognised individuals and a chance to build corporate bonding. The effectiveness of this project will have a direct impact on the employees. They will feel more attached to the organisation and thus they will work wholeheartedly for the betterment of the organisation (Pinto, 2019).
Director board: The director panel of British American tobacco provides the sponsorship of this event. Here the director panel has a direct stake of the success of the event. The brand image of the company will be impacted greatly. Thus if the brand image moves toward a positive effect then the company will gain more acceptability which surely will increase the share price. Thus the director board has a direct impact on the on the success of the project.
Event management team:  Event management team has the responsibility of working for the project. They will be accountable for each level of work and their company image also depend highly on how well they manage this project (Daft and Lane, 2015). This team will be accountable for if any blunder happens and will also get a positive image if the event turned out to be a success.
Addressing communication needs
Maintaining communication is very important for successful project management. The stakeholders of this project required to have timely and accurate information in order to keep themselves updated about the project (Meredith, 2019). The pattern and structure of communication have been decided on the planning period. The scheduled time will be met for communicating after each task is fulfilled. Detailed guidelines have been provided on how the information will flow, who will report to whom and the mode that will be used by those groups of related stakeholders (Williams, 2013). 
Mode: Email, Phone and text is the acceptable medium. By using this mediums, the related groups will work and maintain their communication. If someone opted for other sources of mode then the communication process will be hampered as others will generally expect that the related groups will communicate through this medium (Schwalbe, 2015).
Structure: No rigidity will be followed in case of the structure. Importance will be provided on the timelines and accurate information. In some cases, rigid norms and rules are applied which makes the communication process harder for others. If the structure remained informal, communication becomes even more efficient.
The flow of information: The information flow will follow a mixed pattern. The formal way will be, the Event management team will look over the entire event, will spot out discrepancies and report to the project manager. The project manager will figure out what steps should be taken in every aspect. If any situation occurs that requires seeking help from director panel and in some cases, the project manager will need to identify the needs, inform the director panel and seek help from them (Dalcher, 2015). Moreover, each event will be demonstrated through a report, which will provide entire information regarding the project. For that purpose, the workday journal will be made which will record every detail and thus the information need of each stakeholder will be made throughout the project.






Gantt chart 
Gantt chart is one of the powerful medium that specifically shows how well the activities are going against time. This is the timely representation of activities that assist in doing the project precisely (Schwalbe, 2015).






3. [bookmark: _Toc17057731]Critical evaluation of the self-ability to manage a project 
Feedback on the ability to manage the project from colleagues
Feedback will always be an important element of consideration to get a deeper Outlook of how well the work has done, the inherent flaws that have been seen by others and steps that must be taken (Burns, 2012). However, in this project, the feedback has been taken from some of the colleagues in a descriptive manner. Feedback from the colleagues has been outlined below:
Colleague 1: The event has ended gracefully.  Friendly service provided by the project manager was wonderful. People had a wonderful time during the whole event because of your at home behavior. However, in some cases, I felt that more focus was given onto the Special guests whereas the event was launched for us.
Colleague 2: The most eye-catching thing was the way you managed to decorate the venue. You also looked over the fact that foods are other things are provided on time with proper quality. Some technical error occurred which may be the reason for some communication gap between the project manager and event management team. Overall, we had enjoyed the event and your responsiveness too.
Colleague 3:  The event will be stored in my memory as this was specially organised for celebrating with the employees. Everything was there. In some moment, it felt a little chaotic, as there was a little spot and the venue was overcrowded. Somehow you managed to put everything together but well planned could made that even better. Overall, we enjoyed everything including the food, entertainment etc. 
Some colleagues were asked some close ended questions to provide feedback on certain aspects with no formal questionnaire. There average feedback has been provided below:
The key highlights of the project manager work are Event inauguration ceremony.
Any part of the event that seemed useful for the future purpose: Project manager put an wonderful impact by having the idea of placing Gaming time where the focus was on creating corporate relationship.
The least preferred part: Project manager should have set specific time frame for the speeches. longer speeches by the guest makes everyone feel bored.
The future potentiality of this event: It will increase the work-life motivation
Special feedback: Try to strike a balance between the team members, communication in some sections must be improved, more responsiveness might give a more positive impact.

Identifying the strength and weaknesses of the feedback
Identification of strength and weaknesses will help in identifying inherent flaws and opens the door for improving (Burns, 2012). Identification of strength and weaknesses has been given below:
	Strength
	Weaknesses

	Creative idea generation and decoration of the venue by the project manager.
	Discrepancies occurred between some of the members of the event management team because of some miscommunication created by me.

	Bringing diversity in entertainment aspect.
	The occurrence of some technical error because of not having proper technical knowledge.

	Making sure of the presence of strong influencers and known faces. 
	Delaying is providing food and drinks to the guests because of lacking in time management.

	Proper assurance of safety measures.
	Providing much attention to the important guests, which makes the employees feel less invited.

	Quality maintenance in food and drinks.
	In some cases showing less responsiveness.

	Proper arrangement for family members
	Mismanagement in the venue preparation, which created the place a bit more chaotic.

	The inconvenience was handled properly by the project manager
	A communication error occurred in some cases.

	Extra demand was being fulfilled in some cases 
	Stretching the time of speech for the guest speaker which created monotony to the guests. 

	Presence of strong media personnel 
	

	Both the guests and employees gave Key highlight “renovation” with much focus.
	

	Presence of a professional photographer that will be helpful in storing wonderful memories.
	



Self-development plan
After observing all the strength and weaknesses, it can be clearly seen that areas where modification is needed (Daft and Lane, 2015). A self-development plan has been made in order to improve the areas that have been identified through the feedback Process. 
	[bookmark: _GoBack]Areas of development
	SMART objectives
	Strategies 
	Target Date for Achieving objectives

	Time management 
	Learning the way of finishing the task within the given time, starting early and meeting deadlines in between  6 month period of time. 
	 Opting for more time bound tasks, practicing finishing task before the deadline, reading books and learning tips and tricks on managing time.
	December 2019. Within 4 months, I have targeted to become more efficient in managing time.

	Team management 
	Learning to work spontaneously within the team and exerting influence while having a group discussion, learning to manage tasks that are assigned to others through proper communication within the timeframe of 8 months.
	 Participating in various group projects and competitions, taking responsibility for a certain task where more than two people are involved. 
	February 2020. Within the 6 months, I assumed to have good command over group tasks.

	Technical expertise 
	Learning some basic software’s such as Microsoft word, excel, illustrator, Photoshop, garage band and some insights of using a projector, sound system etc. within 9 months of time.
	Attending seminars, joining courses, navigating various learning websites and YouTube channels.
	May 2019, within these 9 months I hope to become adept in such basic software’s.

	Resource allocation 
	Learning the way of doing the task with minimal resources and properly managing each resource while doing the task. This objective is expected to be achieved within 3 months.
	Keeping records of spending, trying to complete the task within the given resources.
	November 2019, is the estimated time to learn the ways of resource allocation.

	Conflict handler 
	Learning the ways of the calming mind and understanding people’s viewpoint to handle conflict between peoples within 2 months of time.
	Various calming practices, reading books on spirituality and conflicts.
	October 2019, in between these 2 months I am expecting to learn the ways through which I will be able to keep calm in conflicting situation and making effective decisions.



Thus, using this self-development plan, I am expecting to learn more in terms of my flaws and become more crucial while arranging the next project. This development plan will bring more efficiency and will make me more adroit in approaching project management tools and techniques (Pinto, 2019).

[bookmark: _Toc17057732]Conclusion
This report was focused on getting a wider overview of project management tools and techniques, which made project management even easier. Among the various tools, British American Tobacco is using waterfall and prince2 for several years. All of the tools must be incorporated with the previously set criteria for suiting best with the project and Organisational perspective. Some other tools are in force having varieties of features. A project that British American tobacco might work in has been discussed. PID documentation based on the project criterion has been made where budget, objective and approaches were underlined. A Gantt chart was made to provide a precise idea about the project information. Lastly, the feedback has been taken from the colleagues to shade light on the areas that have been neglected and self-development plan has been made to bring improvement in future.
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