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[bookmark: _Toc13139611]Executive summary



 The purpose of this report is to provide a critical assessment of the project management tools and methods for managing a project within the workplace
Or alternatively in a workplace partnership with a tutor.   The task is to analyse various tools and abilities to use in a workplace project.  The aim is to talk about the organisation that the project is working with and what project tools and techniques were used.
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The title of the project that the team participated in was a part of was the community cohesion survey. This refers to the individuals that make a community and that attachment they must have where they live. ‘A sense of belonging’ and undermine the idea that ‘different backgrounds are appreciated and valued' (Cantle, 2008). The survey is based on Brexit for Swansea council. The team members will gather information on what impact Brexit will have on the community regarding well-being, jobs, and everyday life. 
For this project, there is a lead project manager Riaz Hassan who works for Swansea city council. The team is formed off three members, the team took a Belbin test to determine where we are suited to in the project  
Shelina: Completer/Finisher.
 Morom (myself) : Monitor/Evaluator.
Saniya: Resource/Investigator.
Our team consists of various skills and abilities required to manage a project. Some of the skills within our team are leadership, monitoring and time management, communication, negotiation, I.T, presentation, decision making, and researching skills.




[bookmark: _Toc13139613]Project management tools and techniques


The most essential part when conducting a project are the tools and techniques used this will make it easier and more effective when managing the project. Project management is a challenging task with many intricate responsibilities. Luckily, there are many tools available to support with completing the tasks and executing the responsibilities. Some require a computer with supporting software, while others can be used manually. It is vital for the project lead to choose the best management tools to best suit the project. No one tool addresses all project management needs therefore in this project the tools such as project scope, iron triangle, Gantt Charts, Quad chart, work breakdown structure and a risk management chart will be most suited to use throughout this project.
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Project scope is the part of project planning that involves determining and documenting a list of detailed project goals, deliverables, tasks, costs, and deadlines. The documentation of a project's scope, which is called a scope statement, terms of reference or statement of work, explains the restrictions of the project, determines responsibilities for each team member and sets up procedures for how completed work will be substantiated and approved
Project scope is defined as “adopting a clear vision and an agreement on the outcomes of the project” (Jamaledine, 2017).  



The scope of this project is to:

· Complete 100 surveys each by the 16th June 
· Gather information on the impact Brexit is having within the community and nationwide
·  Arrange a table at Eid in the park Swansea, displaying the Swansea 
· council and UWTSD banner

To monitor, the team have created a WhatsApp group to keep contact and inform each other of how the project is progressing
For the team to successfully complete this project it is important for them to go through each step of the project cycle. This will help recognise where they are and where they need to be.



[bookmark: _Toc13139615]Quad chart

The quad chart is a summary of a project in visual terms as well as informative. This tool is very is effective for this project as it can be used for a variety of planning and communication which will explain what the project is about. The chart is shown as four quadrants which includes stakeholder, purpose, the measure of success and desired outcomes. In the chart, it shows the dates of all proposed actions and task to be carried out by what dates and who must be informed (stakeholders).


	Title: Community Cohesion Survey (Brexit)

	Purpose
(Aims/Objectives)

· Arrange a table at Eid in the park 9th June 2019 to complete additional surveys 
· Complete 100 surveys by 16th June 2019  (Target 5 surveys a day)
· Talk to members of the public about how Brexit will affect them 
· Find out how Brexit is affecting communities regarding job prospects.
· Talk to residents about the quality of life and how to go about creating a safer living, learning, and working environment.
· Ask work colleagues and class member to fill in a survey.

	Customers
(Stakeholders)

· Swansea Residents (Public/community)
· Local business/organisation
· Swansea council (Riaz Hussain)
· Welsh government


	Desired End Result
(Critical Success Factors)

· Each individual of the team accomplishing the goal of 100 complete surveys.
· Providing information to members of the public about Brexit and how it may affect them.




	Measures of Success
(Standards/Criteria

· meeting with the project leader (Riaz Hussain)
· The team completing target of 100 surveys each by 16th June.
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Developed in the late 1960s by Dr. Martin Barnes the Iron triangle also known as the Triple Constraint Triangle is used to question the risks that may disturb the project and its result. According to the Iron triangle, the most vital and important constraints for this project is time and quality as these are set. Thus, it is important that the time management deadline is maintained.  Quality is crucial for the vitality of the project as this is what the end evaluation will be based upon how many surveys were completed. If any changes occur in the constraints of the iron triangle the others would be affected so it is essential to make the changes and add the information so that a quality product is delivered. Cost on this project is low as the majority of the surveys will be completed online and a small amount through a hard copy. 
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Gantt Chart was created in 1910 by a management consultant of engineer Henry Gant. It is mainly used in project management for the project to run smoothly. This tool is valuable in simplifying intricate projects. Project management timelines in addition task are converted into horizontal bar charts, showing start and end dates. As well as dependencies, scheduling, and deadlines. Below is the Gantt chart created to manage the community cohesion project with start dates and end dates for all tasks and the duration that was needed.
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The stakeholders will be analysed by using Mendelow’s Matrix. A stakeholder is defined as "anyone who is concerned with how an organisation operates, and who will be affected by its decisions and actions" (Buchanan & Huczynski, 2017, p.40). The purpose of the matrix is to show what powers and interest the stakeholders have. The Swansea Council and the project team has high power and high interest as they are the one who requires the survey to be completed. Swansea residents are crucial as without them the survey will not be completed, and information will not be received. The lead of the project must be informed with all updates and news, However Swansea Council is required to inform the outcome to rest of the stakeholders.
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Identifying the risks is a process of evaluating potential issues that may negatively impact the project, so it is vital to avoid those risks in the project. Analysing can be complex as it is essential to gather detailed information such as project plans financial data and other relevant information. Risk analysis chart enables to identify “where there is a lack of complete certainty regarding the outcomes of various courses of action” (French, et.al, 2015, p.338). So, by assessing the risk impact and likelihood by high, medium and low, then taking actions to implement to achieve the goals (Eccles & Bruce, 2010).

	 
	Likelihood 
   H/M/L 
	Risk 
	Warning Mechanism 
	Mitigating Action 

	M 
	L 
	Technology having no internet connection to complete the survey 
	Laptop, tab or mobile not having an internet connection.
	Keep a printout copy of the survey.

	H 
	M 
	Server system crash 
	System failure will delay the process. 
	Use hard copy for the public to answer the survey. 

	M 
	M/L 
	Not achieving sufficient surveys  
	Public not willing to complete. 
Not reaching the target every week. 
	Each member should keep track on how many surveys are being completed every day. 

	M 
	M 
	Not obtaining surveys from all areas of Swansea 
	Not receiving different areas point of views. 
	Send links to public living in different areas of Swansea through social media and e-mails. 

	L 
	H/M 
	A great number of surveys from the same background
	Having similar views 
	Survey other individuals from different backgrounds. 

	H 
	M/L 
	Survey counter faulty 
	Not knowing the total reached. 
	Each team member should keep count of how many surveys completed. 

	H 
	M/L 
	Time management 
	Not completing the target on time. 
Meeting the deadline. 
	Updating what target is met to the team manager. 
Regularly viewing the Gantt chart. 
Effective time management. 

	H 
	M 
	Illness/ unforeseen circumstances 
	Health and family problems.  
	Inform team members so they can accomplish the required.   
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WBS is a traditional project management tool the method is this tool is to break down the project into a hierarchy of task and subtask. It is a helpful tool that defines details of time estimates and provides guidance to schedule progress. Using this method enable the team to organise the project and break the task into subtask that will lead to the completion of the project it's a more organised way to look at the project from afar. The work breakdown structure visually defines the scope into manageable amounts that the team can understand, at each level of the work breakdown structure provides further definition and detail.  Having the WBS is also helpful if for any reason the team falls behind in managing the project, they can refer to the work breakdown structure so that they can get back on track.

[image: ]
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· Communication skills need to be improved: attend college course to help improve skills
· Become more confident when approaching people
· Improve body language
· Meet often as a team and communicate more frequently

[bookmark: _Toc13139622]Recommendations



Overall the project has had its positives with the team working so well together and keeping each other updated via WhatsApp and meeting as a team for Eid in the park even though we were informed about this the day before with no banner to show why we had a table, nevertheless the team attended and approached as many people as possible explaining why we were there and what we wanted to achieve. The negative that affected the project is that we agreed to an unattainable target of getting 100 surveys each completed in such a short time frame. As a team, we should have negotiated from the start how many surveys we were able to complete as 5 a day was an unrealistic target to achieve. Another negative factor was the length of the survey which 7-10 minutes long which included questions that were not categorically applicable to the project. Another factor that affected the team was not being able to track how many survey were being completed as we did not have access to this only our project lead Mr. Hassan was able to check this and unfortunately we did not have as much communication  as often as we would have liked with him as so, in turn, the team lacked motivation and drive as we did not receive regular updates of progress of what was scheduled to happen. 
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Task Name

Duration

1 |Received Survey and Information from Project Lead 22/05/2019 22/05/2019
2 [initiation 1day 23/05/2019 23/05/2019
3 | Identity Stakeholders 1day 23/05/2019 23/05/2019
4 | Complete Stakenolder Matrix 1day 23/05/2019 23/05/2019
5 |Planning 3 days. 24/05/2019 26/05/2019
6 | Complete Quad Chart (Project Scope) 1day 24/05/2019 24/05/2019
7 | cCreate and Complete an Iron Triangle 1day 24/05/2019 24/05/2019
8 | Create aRiskAnalysis Chart 1day 25/05/2019 25/05/2019
5 | Complete Work Breakdown structure. 1day 25/05/2019 25/05/2019
10 | Complete a Gantt Chart 1day 26/05/2019 26/05/2019
11 |Execution 21 days 2710512019 16/06/2019
12 | Begin Surveys 21 days 27/05/2019 16/06/2019
13 | Email Surveys 21 days 27/05/2019 16/06/2019
14 | Public/Community Survey 21 days 27/05/2019 16/06/2019
15 | Attend Eid In the Park 1day 09/06/2019 09/06/2019
16 | Contact the Project Lead for the Results 1day 16/06/2019 16/06/2019
17 | Monitoring 21 days 27/05/2019 16/06/2019
18 | Contacting each other through WhatsApp 21 days 27/05/2019 16/06/2019
19 | Meeting with Team Members 1day 29/05/2019 29/05/2019
20 | Meeting with Team Members 1day 12/06/2019 12/06/2019
21 |Evaluation and Reviewing 23 days 2710512019 18/06/2019
22 | Evaluate and Review the Planning Process 21 days 27/05/2019 16/06/2019
23 | Evaluate and Review the Execution Process 21 days 27/05/2019 16/06/2019
24 | Evaluate and Review the Monitoring Process 21 days 27/05/2019 16/06/2019
25 | Evaluate and Review the Completion Process. 2 days 17/06/2019 18/06/2019
26 | completion 3 days. 1710612019 19/06/2019
27 | Meeting with Team Members 3 days 17/06/2019 19/06/2019
28 | Create Presentation PowerPoint 2days 17/06/2019 18/06/2019
29 | Present Presentation 1day 19/06/2019 19/06/2019

Jun'19 Jun ‘19
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