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[bookmark: _Toc14645525][bookmark: _Toc14684951]Executive Summary
This report deals with a project undertaken by Julia Charles Event Management. The project is to arrange an international conference on the Planning of the 4th International Conference on Information and Education Innovations which will be hosted by School of Business, Durham University. The company was the lowest bidder and hence was assigned to arrange the conference. They used different tools and techniques to accomplish the project. Based on their experiences and different project management approaches they set a plan and then communicated the plan with different relevant stakeholders. This project needs 3.5months to complete as it is a big project as well as formal so everything will conduct according to their plan. For ensuring proper execution, the authority follows work breakdown structure and Gantt chart. The authority also tries to fulfil the interest of their stakeholders of this project so that none will disappoint. The project development plan shows the image of this project where it depicts the deliverables, constraints of this project. The events team leader had to communicate with all the stakeholders about their duties and responsibilities and also to inform and consult with them. The events team leader had to face difficulty in the management of the project as he had both time and budgetary constraints. The project was successful and the management found a way to improve their expertise. 
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[bookmark: _Toc14684953]Introduction:
Julia Charles Event Management is UK-based event management, conference production, business show and corporate meeting arrangement agency. Recently they won a bid invited by University of Durham, UK for arranging the Planning of the 4th International Conference on Information and Education Innovations (ICIEI 2019) that has been held on July 10-12, 2019 at the Business School, Durham University, UK. Julia Charles Event Management was assigned with the event partner role of the event as they were the lowest bidder and their location was also near the university campus (Julia Charles Event Management, 2019). 
The arrangement of any type of event like this conference is considered as PROJECTS within the event management firm. From now on and throughout the report this conference will be addressed as PROJECT. These types of projects are the core sources of revenue for the firm (Kerzner, 2015). They believe in long term corporate relationship and hence they try to provide the best quality services to their clients. This time their client is the School of Business, Durham University, UK.  The estimated budget for the conference was £5 million. The timescale for the arrangement of the conference was 3.5 months or 15 weeks. The estimated number of people working for the project was around 500 excluding labours. The other necessary explanations of the project will be provided in the Project Plan section of the report (Julia Charles Event Management, 2019). 
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[bookmark: _Toc14645528][bookmark: _Toc14684955][bookmark: _GoBack]Project management tools and techniques:
Project management requires the use of some sophisticated tools and techniques for the successful completion of the projects. Here in our case, Julia Charles Event Management is managing the 4th International Conference on Information and Education Innovations (Julia Charles Event Management, 2019). The project manager must follow required and well-accepted tools for the successful closure of the project. Cost and benefit analysis, time management, task distribution, and communicating the project plan to the stakeholders are the most crucial tasks amongst others. The following tools and techniques will help the firm to gain greater efficiency and effectiveness in the management of the project:
Stakeholders Map: 
Project managers need to communicate with all the stakeholders of a project (Delrio et al., 2017). The stakeholders include Guests, Convener of the conference, Vendors, Suppliers, Team members, Press, Ministers, Students, Faculty members, Delegates from local universities and Delegates from international universities. 



Figure: Stakeholders Map 
Source: Self Creation

Sponsors: 
The sponsor of the project was the Faculty members of School of Business, faculty members of other departments of Durham University, students of Durham University, faculty members and delegates from other neighbouring universities, the faculty members and delegates from another international university. They are also the most important and crucial stakeholders of the project (Delrio et al., 2017).
Stakeholder Power/Interest Grid for Prioritization: 
All the listed stakeholders do not have the same power or interest in the event. Some groups may have the power to halt the project or to advance the projects and some may have no power either to halt the project or to advance the project (Delrio et al., 2017). The other groups may have an interest in different scales or a little interest in the project. The following analysis will help us to understand the stakeholders and to take actions accordingly to satisfy their interest (Mindtools.com, 2019).  The Events Team Leader used the Donna Terry Stakeholder Power/Interest Grid for prioritizing the stakeholders based on their level of power and interest. The following diagram shows a summary of the four groups she classified all the stakeholders into.

[image: ]
Figure: Stakeholder Power/Interest Grid for Prioritization 
Source: Mindtools.com, 2019
High power, highly interested stakeholders (Managing Closely): Convener of the conference and Faculty members is the most powerful and highly interested groups (Mindtools.com, 2019). They can halt the project at any time and are highly interested because they are the responsible party for the successful completion of the program. The Events Team Leader had to manage them carefully and to keep high-level communication with them.
High power, less interested stakeholders (Keeping Satisfied): The Press and Ministers have to be kept satisfied by communicating with and keeping them updated with necessary information. But they should not be bothered by frequent unnecessary communication. Sending invitation cards to them and to want suggestions from them was the actions taken to them by the Events Team Leader.

Low power, highly interested stakeholders (Keeping Informed): Guests, Students, Delegates from local universities and Delegates from international universities have to be kept informed. Events Team Leader kept them updated about the timing, schedule and the content top be covered during the conference. And during the program, they were supplied with all the logistics supports.
Low power, less interested stakeholders (Monitoring): Vendors, Suppliers and Team members were the groups with the lowest power and lowest interest (Mindtools.com, 2019). All of the parties here served the program by their respective roles and when the role is over their duty to the project ended. Events Team Leader maintained all the group by communicating the requirements from them, and by receiving the required services and deliverables from them.
RACI Diagram: 
RACI (Responsible, Accountable, Consulted & Informed) matrix is one of the simplest forms to define who is responsible for which role in the project. Defining who will be held responsible, who should be accountable, who should be consulted and who should be informed increase the chance of success of the project (Delrio et al., 2017). Using the matrix every stakeholders and sponsor are listed with their respective roles and then they can be easily communicated for their roles to the project. In the matrix, all the tasks to be accomplished are listed in the leftmost column and all the stakeholders are listed in the uppermost row of the matrix. The stakeholders are then assigned their respective roles to the project. Later, during the controlling phase of the project, the listed parties can be asked for the accomplishment of their assigned roles. The RACI Diagram of the Julia Charles Event Management for the accomplishment of the project distributes the relevant duties to the relevant parties. 




	Roles\Stakeholders
	Guests
	Convener of the Conference
	Vendors
	Suppliers
	Team Members
	Press
	Minister of Education
	Students
	Faculty members
	Local Delegates
	International Delegates

	Decoration
	
	A/C/I
	R
	R
	A
	
	
	
	
	
	

	Accommodation of International Guests
	I
	C
	
	
	A
	
	
	
	I
	I
	I

	Book Cars
	I
	I
	R
	
	A
	
	I
	
	
	I
	I

	Flower
	
	I
	
	R
	A
	
	
	
	
	
	

	Photographer & Videographer
	
	C
	R
	
	A
	C/I
	
	
	
	
	

	Catering
	C
	C/I
	
	R
	A
	I
	I
	I
	I
	C
	C

	Stationaries
	I
	I
	
	R
	A
	I
	I
	I
	I
	I
	I

	Sound System
	
	I
	R
	
	A
	
	
	
	
	
	

	Lighting System
	
	I
	R
	
	A
	
	
	
	
	
	

	Venue
	I
	A/C/I
	R
	
	A
	I
	C/I
	I
	I
	I
	I

	Gifts
	
	C/I
	
	R
	A
	
	C/I
	
	C
	
	

	IT Support
	C/I
	I
	R
	
	A
	I
	
	
	
	I
	I

	Transportation
	I
	I
	R
	
	A
	I
	
	
	I
	I
	I

	Cultural Program
	I
	C
	R
	
	A
	I
	
	I
	I
	I
	I

	Sending Invitations
	I
	C
	
	
	A
	I
	C/I
	I
	C/I
	I
	I

	Reception
	
	I
	
	
	A
	
	
	C/I
	
	
	

	Translation
	C/I
	C
	
	
	A
	I
	
	C/I
	I
	
	C/I


Figure: RACI Diagram; 
Source: Self Creation
Stakeholders Analysis for Project Communication: 
The analysis of the stakeholders has been done by Donna Terry, the Events Team Leader. The analysis includes all the stakeholders of the project the frequency of communication, the preferred and appropriate communication channel and the responsible person for communication (Delrio et al., 2017). This table allowed the team to perform the communication more easily, effectively and efficiently.
	Stakeholders
	Meeting frequency
	Communication Channel
	Contact person

	Guests
	Weekly
	Email/ Phone
	Gemma Cripps

	Convener of the Conference
	Weekly
	Face to face/ Phone
	Donna Terry

	Vendors
	Weekly
	Face to face/ Phone
	Bethany Presgrave

	Suppliers
	Monthly
	Face to face/ Phone
	Bethany Presgrave

	Team Members
	Bi-Weekly
	Face to face /Phone
	Donna Terry

	Press
	Monthly
	Phone/ Email
	Donna Terry

	Minister of Education
	1 month before the event
	Phone/ Email
	Donna Terry

	Students
	1 month before
	Phone/ Email
	Bethany Presgrave

	Faculty members
	1 month before
	Phone/ Email
	Bethany Presgrave

	Local Delegates
	1 month before
	Phone/ Email
	Bethany Presgrave

	International Delegates
	1 month before
	Phone/ Email
	Bethany Presgrave


Figure: Stakeholders Analysis for Project Communication 
Source: Julia Charles Event Management, 2019
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Develop a table of criteria which allows you to assess several project management approaches for your organisation. 
Project management requires different approaches to be followed.  Julia Charles Event Management has followed some of the following widely used project management approaches:
	Management Approach
	Accessibility to Others
	Process-Based
	Sequential
	Fit With Requirements
	Team Collaboration
	Time Tracking
	Ease of understanding
	Correction
	Fit with Culture

	Critical Path( CPM)
	
	
	√
	√
	√
	√
	
	
	

	Critical Chain Project Management (CCPM)
	√
	
	√
	√
	√
	√
	
	√
	

	Lean Management
	√
	√
	
	
	√
	√
	
	√
	√

	Waterfall Process
	
	
	√
	√
	√
	√
	√
	
	

	Prince 2
	√
	
	
	
	
	
	√
	√
	√



Critical Path Management is an algorithm or method of scheduling a set of project activities (Martino, 2016). Events team leader, with the help of the method, listed all the activities; their required time, the interdependence among the activities and the logically set milestones and all the deliverables. With the help of the list of the stakeholders, she maintained good communication with all of them (Gopal, 2017). The project was successful with the help of the approach. 
Critical Chain Project Management is an approach to plan a project and to manage the project executing the set plan emphasising the limited use of resources available at hand (Leach, 2014). It differs from the critical path management which focuses more on the tasks and rigid scheduling. This method is more flexible than the previously discussed one. The events team leader has decided to use this method from the next project. 
Lean project management is the concept of introducing lean concepts in project management (Wysocki, 2017). This approach helped the events team leader reduce the wastage, hold an optimum level of inventory and reduce unnecessary steps in the project execution. She followed the approach along with the critical path management approach. 
Waterfall Method of project management is a sequential and linear method of project management. The event team leader listed all the tasks sequentially along with the required time and their progress. This method is rigid in nature and has little scope of changes. The tasks are arranged phase by phase. The second task starts when the first work ends. There is no scope to go back to the previous step and makes changes (Wysocki, 2017). If any change is required the project management has to all over again. This process is not helpful for the project as there will be a need for frequent changes during the project which this method would not allow. 
PRINCE2 (PRojects IN Controlled Environments) is a structured method of project management. This method allows the event managers to divide the completion stages of the project into manageable and controllable stages (Wysocki, 2017). Complex projects require the project managers to follow the approach. In our case of Julia Charles Event Management, this method was followed as this project was complex enough to divide all the tasks into different simple stages and assign all the tasks to different stakeholders of the project.  
[bookmark: _Toc14645530]
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[bookmark: _Toc14645531][bookmark: _Toc14684958]Project Initiation Document (PID)
[bookmark: _Toc14543129]A PID (Project Initiation Document) approach could be helpful for planning and implementing a project like an international conference including others (Allen, 2018). This is a documentation of all the plans of the projects. This documentation includes everything about the project. Simply this can be called as the PROJECT PLAN:
Project Title: The Planning of the 4th International Conference on Information and Education Innovations (ICIEI 2019) is the title of the project. Julia Charles Event Management was the lowest bidder of the invitation/tender offer by the convener of the conference. Hence they were assigned with the arrangement of the conference. This arrangement of the conference was considered as a project within the Julia Charles Event Management firm (Julia Charles Event Management, 2019). 
Purpose: The purpose of the project is the successful closure of the project with satisfaction from all the stakeholders.
Objectives: The objective is to finish all the tasks within the given time requirements. The successful completion lies in the cordial reception, the hospitality of the guests, hassle-free commuting of the guests, decoration, sound and lighting, photography, food and the ease of participating in the conference. 
Project scope:  This project covers many tasks to be accomplished at a time (Allen, 2018). Thus the scope of the project is largely making the project a complex one. The scope of the project extends to different facets of event management. It includes taking the requirements of the conference from the convener of the project, doing all the arrangement to fulfil the requirements and finally close the program with making all the stakeholders satisfied.  
Exclusions from scope: The scope of the project excludes the magazine that will be provided to all the participant during the conference; what will be shown or discussed in the conference; the anchoring of the conference; determining who will be the participant in the conference and the invitation of the guests to the conference. 
Deliverables: The deliverables of the project includes:
· Receiving the invitation for participating the bid of contract for the arrangement of the conference.
· Meeting with the university faculties including the convener of the conference.
· Participating in the bid.
· Offering the lowest bid.
· Confirming the contract and signing it with the convener of the conference.
· Doing a cost-benefit analysis.
· Form a team.
· Source decoration.
· Book hotels for accommodation of international guests. 
· Book cars for the reception of the guests from the airport.
· Book flower vendors.
· Book photographer and videographer.
· Book caterers for the lunch and refreshment of the guests.
· Confirm hotels about the dinner menu for the guests.
· Buy the necessary stationaries. 
· Confirm the sound system. 
· Book the lighting system. 
· Confirm the venue.
· Ordering gifts and crests. 
· Having an emergency medical team.
· Confirm the IT support from an IT firm.
· Confirm transportation.
· Arrange the cultural program at the end of the conference. 
· Get confirmation from the international guests and delegates.
· Send the final required quantity to all the vendors and suppliers.
· Inviting the guests and media.
· Get some volunteers from the university students to do the rest of the tasks including the reception, seat confirmation and translation. 
Constraints: The main constraint of the project is the budgetary constraints the budget is limited to £5 million. The number of international guests is 1550 and the number of local guests including the student of the university is approximately 3000. The event team leader is facing a great challenge with the requirement from the university that no international guest should be accommodated in hotels less than 4 stars. This thing has increased the costing at a great extent (Hobbs, 2015). There are other expensive sources of costs. 

Assumptions: There are some assumptions in the project accomplishment (Hobbs, 2015). They include that the number of guests may reduce but there is no scope of increase as all of the guests are invited, guests; all the stakeholders especially the vendors and suppliers will provide their deliverables within due time; there will be no such natural disaster or political unrest that may halt the conference and all the participants in the program will be dutiful from their respective position to make the project successful. 

Project Benefits: Benefits of the project from the event management firm’s viewpoint is that they will make a profit from the project; they will get international exposure as the project has international exposure and they will gather experience in arranging international conference management.

Budgets of this project: The budget of the project is £5 million. Within this budget, the event management has to make a profit after bearing all the expenditure.

Timescale: The project started from March 27, 2019, and ended on July 12, 2019, with duration of 3.5 months. The project is large and formal event so it is necessary for the organizing authority to complete it in an appropriate way. The total days are 105 days. The below Gantt chart shows the time frame of different activities of this project:





	Task
	Allocated Time
	Total Days

	
	10
	10
	10
	10
	10
	10
	

	Venue Selection
	
	
	
	
	
	
	
	18 days

	Decoration 
	
	
	
	
	
	
	
	13 days

	Car Booking
	
	
	
	
	
	
	
	13 days

	Catering Service
	
	
	
	
	
	
	
	12 days

	Sound & Lighting System
	
	
	
	
	
	
	
	14 days

	Photographer fix up
	
	
	
	
	
	
	10 days

	Gift Purchase
	
	
	
	
	
	
	10 days

	Invitation Sending
	
	
	
	
	
	
	
	15 days

	
	
	
	
	
	
	
	
	105 days


Figure: Gantt chart
Source: Self Made
Cost/Benefit Analysis: The cost of the project will be £4.5 million and the revenue from the convener of the conference will be £5.0 million making a profit of £0.5 million for the firm.
Risk Management Process: The project will have a huge extent of risk exposure (Cernauskas and Tarantino, 2015). The events team leader has taken steps to identify, measure and reduce all the risks. The risk includes: 
· The risk of fire being spread in the conference venue. The events team leader has arranged sufficient fire extinguishers and forbade any type of flammable substance. They also have restricted smoking in the venue of the conference. 
· Availability of enough staffs is a matter of concern for the events team leader. This also poses a great risk for the project. If the available skilled staffs are not available then their functioning will be interrupted. The events team leader has talked with labour supplier to supply them with the necessary number of staffs in case of emergency with a higher wage rate. 
· There are some high demanding guests who demand more than anyone else. These type of guests can reduce the goodwill of the firm among the other guests. These type of guests will be handled carefully. 
Work Breakdown Structure of This Project:
The WBS shows the people who are liable to whom and in different stag which persons are engaging. Apart from it the activities are also described in this structure. The work breakdown structure of this project is given below:

Figure: Work Breakdown Structure
Source: Self Made
· 

[bookmark: _Toc14543131][bookmark: _Toc14645532][bookmark: _Toc14684959]Address the communication needs of appropriate colleagues and identified project stakeholders
The fiercest threat to a project is the failure to communicate properly with all the stakeholders and especially with the colleagues (Albers, 2016). The culture of the UK does not perceive information Technology as being a good communicating tool. That is why a person to person communication is still one of the determinants of the success of the projects. On average, the project managers of Julia Charles Event Management spent 90% of their allocated time in communicating. Communicating the project plan and other information to the relevant parties are necessary for the following reasons:
Communications planning: Julia Charles did an effective plan to communicate the project plan to the stakeholders of the project. They gave the most importance on interpersonal communication (Albers, 2016). 
Information distribution: They ensured that information is being disseminated as per the requirement in a timely manner (Albers, 2016). Timely fulfilment of the need for the information is important in effective project completion.
Performance reporting: Julia Charles made a performance and report card using the Gantt Chart Technique. This card helped them visually present the progress of the task accomplishment as per the roles assigned to different colleagues, vendors and other stakeholders (Rahman, 2015).
Administrative closure: All the above-mentioned tasks need to be formalized to present them to the sponsors of the event and the convener of the event for the successful completion of the project. 
[bookmark: _Toc14543132][bookmark: _Toc14645533][bookmark: _Toc14684960]Demonstrate evidence of implementing the project plan and monitoring progress and agreed on targets, through the use of a Gantt chart. 
One of the most useful techniques in managing a project with multiple tasks is to manage and track all the tasks with the use of a Gantt Chart. The Gantt chart in this project scheduled all the deliverables with step by step accomplishment of them. The chart shows the required time for the accomplishment of all the tasks; their progress and the tasks that have been accomplished (Maddock, 2016). This graph also shows which tasks have skipped the deadlines and the events team leader can take steps to urge them and penalise them when necessary. This chart is a beautiful visualization of the tasks. The events team leader can get an idea about all tasks that ahs already accomplished; which tasks have deadlines at a near date and which tasks have missed the deadline to be accomplished. 

[bookmark: _Toc14645534]
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[bookmark: _Toc14543134][bookmark: _Toc14645535][bookmark: _Toc14684962][bookmark: _Toc14543135]Feedback from workplace colleagues in terms of objective feedback on your ability to manage a project to identify strengths and weaknesses
I was the Events Team Leaders of the project. As a human being, I am not beyond any mistakes. Agreeing on the fact that human makes mistakes, I embrace learning from mistakes and encourage my colleagues and my bosses to keep giving me suggestions for my improvement in my work. From the feedback, I have received while working on the projects help me identify my strengths and weakness as a team leader (Maddock, 2016). These strengths and weaknesses are listed as follows:
Strengths: I have good communication skills. I had to coordinate all the tasks; talk to different stakeholders to consult, take suggestions and inform them; and direct all the vendors and suppliers as per the requirements of the conference convener. The second strength of me is that stress cannot reduce my pressure. I work well under pressure. This skill has developed while working on projects with a very tight schedule. I also had a good decision making power. I can judge the vendors well that who can be the best provider of deliverables.
Weaknesses: One of great weakness is that I sometimes become short-tempered when the supplier or vendor is continuously failing to meet the deadlines. Sometimes I behave roughly with them which may create negative motivation among them. Sometimes I become so much generous to the people that even their lame excuses melt my heart and I cannot take actions against them. But in order to maintain a professional relationship I have to be more practical and behave professionally rather than being too much emotional. 
[bookmark: _Toc14543136][bookmark: _Toc14645536][bookmark: _Toc14684963]A self-development plan to improve your own performance in managing projects supported through questionnaires. 
I have analysed the strengths and weakness of mine based on some feedback from my colleagues. But this verbal feedback is not enough to make a self-development plan. To develop a plan I have to collect more information regarding the project and then I will get an idea about my managerial skills and then I will be able to set my self-development plan. The respondent to the questionnaire were my colleagues. A sample of the questionnaire with an answer has been shown below:
	Question
	Yes / No / NA
	Comments

	Prior to working on the project did you know how an international conference can be managed with such a low budget and within such a short period of time?
	No.
	The project has a very short period of time and a very tight budget. You did really well in the accomplishment of the project despite such constraints. 

	Do you know how much it would cost to the university if they organise the conference themselves?
	Yes.
	I do not know the exact amount they would spend but the amount would definitely be higher than the current cost. 

	Do you feel it is important that employees are aware of such information?
	Yes.
	All the employees should have an idea about the project.

	Do you know that the experience the firm has gathered from the project will benefit them in future projects?
	Yes.
	In the field of event management experience is considered to be the greatest asset.

	Did you receive sufficient communication in relation to the project?
	Yes.
	Whenever I needed information during the project I did not have to face difficulty in collecting them. All the information was made available by the team head.

	Did you receive sufficient training in the development of your career?
	No.
	In the project management firms related to events, the employees learn through experience. Training is not that much necessary here except for some technical jobs.

	Has the project caused you extra work?
	Yes.
	As the project was in a tight schedule I had to work really hard.

	Have you encountered any problems since the implementation of the project?
	Yes.
	I have encountered a lot of problems and faced them with expertise.

	Have you had sufficient support from the events team leader?
	Yes.
	Whenever I needed support he supported me with great care so that I cam learn.

	Do you feel that any suggestions you made were valued by the Event Team Leader?
	Yes.
	He values any opinion made by the subordinates.

	Would you be interested in being involved in other projects with your current Events Team Leader?
	Yes.
	Surely. I will be enjoying working under him.








From the above questionnaire, I have got mixed reactions from the respondents. Based on the responses I have taken the following self-improvement plan.
	
	Goal-1
	Goal-2
	Goal-3
	Goal -4

	Objective
	Better budgeting skill
	Being the best manager in the industry
	Not to be reactive.
	Improving some technological knowledge - especially data processing.

	Action
	Having an MBA degree
	Making informed decisions; being more professional
	Gaining a visionary knowledge using intuition.
	Undertaking a Microsoft Excel course.

	Resource
	Revenue from the Managing Director.
	The proper opportunity from the top management.
	Availability of opportunity to mingling with many people
	Finances

	Duration
	2months
	1.5months
	2months
	1month


Figure: Self-improvement plan 
Source: Self Creation


[bookmark: _Toc14645537][bookmark: _Toc14684964]Conclusion
Project planning and implementation of the project plan requires a lot of managerial skills, human resources and technical expertise along with experience. In the report, it has been found that the events team leader played the key role (Jamil, 2017). The expertise and skills of the events team leader are the key determinants of the project amongst others. The use of various tools and techniques made the project more successful. These tools and techniques along with the approaches to project management sorted all the tasks and helped the distribution of task to relevant parties (Heerkens, 2015). The events team leader had to communicate with all the stakeholders about their duties and responsibilities and also to inform and consult with them. The events team leader had to face difficulty in the management of the project as he had both time and budgetary constraints.
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