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[bookmark: _Toc18360658]PROJECT MANAGEMENT TOOLS AND TECHNIQUES USEFULLNESS

[bookmark: _Toc18360659]Introduction

The aim of this report is to analyse tools and techniques that can assist and be used in project management. I am currently studying for my degree in leadership and management at UWTSD and aim to start my own business upon completion of my studies. The project plan I have is to establish my own graphic design company with a friend who has over 20 years’ experience in the I.T and graphic design sector. Tools and techniques such as 10 knowledge areas, SMART, Gannt chart, integration management, scope management, stakeholder analysis, and personal development plan will be used to asses and highlight how these tools and techniques could aid an individual in managing projects. I will seek to show an understanding of the tools and techniques discussed in this report and highlight how they can benefit my project.

[bookmark: _Toc18360660]Mel Design Project

I have had three different projects in mind since my arrival in the UK 12 years ago. Firstly, English is my second language, therefore, I have always wanted to improve my English enough to attend a UK university and obtain a degree in business or management. Secondly, to set up an import export business, and thirdly, to set up a graphic design company. I will hopefully complete my first plan by obtaining my degree in leadership and management from the university of Wales Trinity Saint David at the end of 2020, however my plan of starting an import export company has been put on hold. Before changing my plans, I initially wanted to get back into the import export sector as I was an import export manager for seven years in a company called Tekpa Textile, based in Turkey. Although I have had opportunities to get back into import export, the demands of having to constantly travel, and the fact that much of the trade was from the far east meant that I would have to spend long periods away from my children, home, and family. 

My husband had set up a business in Dec 2018, and was in the process of setting up a webpage, I called a childhood friend of mine who lives in Turkey, and works in I.T and graphic design. I asked if she could set up a webpage for my husband, which she did. During our conversations I informed her that I have also been developing my I.T and graphic design skills at a newspaper I work for, as we were talking, I had the idea of forming a partnership, she was very excited about the idea and accepted my proposal. The business plan I had entails designing leaflets, brochures, logos, websites, and magazines for businesses. The reason I have chosen the graphic design project is because it allows me the flexibility to take care of my children as I can work from home, I already have the equipment necessary to start my business, therefore, no additional set up costs will be required, My intention is to establish my business upon emigrating to Cyprus in 2020, market research carried out by speaking with companies based in Cyprus has led me to believe there is a lack of companies supplying these services despite the substantial demand. 


[bookmark: _Toc18360661]Project factors

I have chosen PMBOK management methods for my project as I believe this is the most suitable for my business model and overall project. No two projects are the same, each project has its own unique objectives and parameters. Listed below are some of the defining factors of a project.


	Goal
	Each project must have a defined goal, for example, there are many cars that have been produced, however, each car is unique and has been designed according to project goals
	The goal of my project is to establish a graphic design company in Cyprus. The company will provide customers with the following design services, web page, leaflets, magazines, menus, posters, and logos

	Time-frame
	Projects are not permanent; they have a beginning and an end. Each car manufacturer will have an idea of when design of the project should be completed in order to start the production process
	My project is due to begin after I complete my university degree and emigrate to Cyprus. Although it will be an ongoing interest, the project will be complete upon establishing my business and commencing work

	Definition
	Projects often begin with wide definitions which become more definitive as the project progresses. A car designer may start off with a rough draft of the design based on certain specification, however, as the project progresses more specific details need to be determined
	A broad definition of my project will be setting up a graphic design company. The business aims to cater to education establishments, hospitals, government agencies, banks, hotels, casinos, and restaurants

	Resources
	Resources are needed to start and complete a project, Equipment, tools, people, skill sets, and finances, are some of the resources that may be required
	The main resources that will be needed are computers that are powerful enough to run the required software, knowledge and expertise. All required resources are currently ready and available

	Sponsors
	Projects require sponsors, although projects may have numerous stakeholders involved, there is usually a main sponsor that provides the funding and direction of the project
	My partner and I will personally be sponsoring the project. Stakeholders will be the owners, customers, printers, shippers, and government

	Uncertainty
	Uncertainty is always an aspect of projects due to each project being unique, it may initially be difficult to clearly define objectives, time frames, or costs. External factors such as changing material costs, supplier uncertainties and staff issues all are all factors that could cause problems in projects management
	My business partner is already working in the industry and has a large network of suppliers and printing press, therefore, has the relevant knowledge of cost, suppliers, and staff that can be relied on



[bookmark: _Toc18360662]Table 1: Project Factors Created by author, 2019

The information’s reference (Schwalbe, 2015)
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All projects suffer from constraints, project managers may focus on constraints such as scope, time, cost. These constraints are referred to as triple constraints in project management. (Scwalbe, 2015) Making sacrifices is part of managing triple constraint, project managers often have to decide which factor of the triple constraint is a priority, and sacrifice other aspects to meet their schedule. If time is the most important then the scope and cost factors must be changed to meet the deadline. There are other factors that will inevitably affect project management, Triple constraint is an example of how the basic elements are connected. (Scwalbe, 2012)

[image: Triple Constraint also sometimes called The Iron Triangle]

[bookmark: _Toc18360664]Figure:1 Triple Constraints (Boone, 2019) 
Cost is unlikely to be a constraint as equipment, experience, and hardware for the project already exist. The project will not be my sole income and I am looking to establish the business upon emigrating to Cyprus, therefore, time is also not a constraint at present. I am fully aware of the scope, all resources are already available and in place as both my partner and I have the necessary equipment, we have a clear idea of the product, and how the product will be produced. My business partner has over 20 years’ experience in the industry, I also have experience in certain design programs through skills acquired during my time working for a newspaper, therefore, I believe quality of the product will be to a high standard.
Customers and sponsors often require quality to be considered as an important factor of a project, resulting in some people referring to quadruple constraints of quality, scope, cost and time. (Scwalbe, 2012)

Project managers must consider a balance between the conflicting constraints of scope, time, and cost in order to produce a successful project. The following should be considered. (Scwalbe, 2015)


A) Scope: What work does the project require to be performed? What are the stakeholder’s expectations of the product, results, and service? (Scwalbe, 2015)

B) Time: How long should the project take to be completed? What is the schedule? (Scwalbe, 2015)


C) What resources are needed to complete the project? What is the budget and how much will the project cost?

D) What is the stakeholder and customer requirements in regard to quality? What can be done to satisfy stakeholder expectations? (Scwalbe, 2015)


[image: ]

[bookmark: _Toc18360665]Figure 2: Project Quadruple Constraint (SlidPlayer, 2019)


Each project may consider different factors to be crucial, if resources are priority then the project objectives must be adjusted to ensure resources are available. Meeting the needs of scope, cost, and time is not a guarantee of success as many other factors can affect a project resulting in poor customer satisfaction. Good project management is essential and involves more than simply managing constraints. (Scwalbe, 2012) 

In order for my project to provide good customer satisfaction, the quality must be high and cost must be competitive. Cyprus is geographically very close to Turkey, where myself, and my business partner have a large combined network of shipping companies and printers, therefore, we may have an advantage of producing physical products cheaper than our competition, due to substantially higher production costs in Cyprus.
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What is the definition of project success and failure? There are numerous ways of defining project success. A few ways that project success can be measured are listed below. (Scwalbe, 2012)

Scope, time, and cost were met. (Scwalbe, 2012)

 Did the project satisfy the customer? The project may have met the scope, time, and cost of the project; however, the sponsor may not be satisfied with the final outcome. The customer may have received poor communication throughout the project, certain materials or products used may have been unsatisfactory to the client, important decisions may have been made without consulting or gaining approval from the customer. Unsatisfied, unhappy customers would result in the project being regarded as a failure. It has become very common for organisations to seek customer satisfaction rating systems to gauge project success. (Scwalbe, 2012)

 Meeting the main objectives of the project, such as, scope, cost, time and making the sponsors happy, would result in the success of the project. Failing to finish on time, or going slightly over budget could still result in a successful project if the customer was satisfied and happy with the goods and services upon or sometime after receipt, selling the goods or services on for a profit could also result in a successful project if that is what the sponsor was initially aiming for. Success on many returns on investment projects cannot be determined until sometime after completion. (Scwalbe, 2012)


[bookmark: _Toc18360667]Project Lifecycle 

Project life cycles determine the beginning and end of a project, dividing the project into phases enables better control and management of the links in the operations of the project. (Khanzode, 2017)
Initiating, planning, executing, and closing describe the four stages of a project lifecycle.

[image: ]


[bookmark: _Toc18360668]Figure 3: Project Lifecycle (Dominickeenansrc, 2014)


[bookmark: _Toc18360669]Project lifecycle of Mel Design
· Initiation: Have initiated the project by talking to, and agreeing a partnership with my friend who has extensive experience in graphic design, and printing press. (Bridges, 2014)
· Planning: Have spoken to business owners in Cyprus about the feasibility of the project and received very good feedback and encouragement. Both my business partner and myself use graphic design programs for work, I will be dealing with sourcing, maintaining, and dealing with customers and accounts, my business partner will be solely concentrated on design and print. I will assist in certain design projects according to needs. (Bridges, 2014)
· Executing: Already have the skill sets, and equipment, will need to agree deals with shippers and printing press. Costs and expenses will need to be worked out before meeting with potential customers to secure trade. (Bridges, 2014)
· Closing: Project will be closed upon establishing the company, and producing work for customers. Ongoing customer projects will then be necessary. (Bridges, 2014)
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Tasks such as, organising, planning, and control must be considered when starting a new project, project management processes must be followed to ensure that all necessary steps are taken to successfully complete the project. The benefits of these processes include being able to repeat project work, scalability, become more agile, and more easily manage complexity. (Russell, 2017) 

Project management involves the applying of skills, knowledge, tools, and techniques to activities in order to meet the requirements of the project. Although the requirements of scope, time, cost, and quality are requirements of a project, project managers must also promote processes that meet the needs and expectations of stakeholders. (Scwalbe, 2012)

[bookmark: _Toc18360671]Project Management Knowledge Areas 

All project managers must develop key competencies, the ten knowledge areas of project management are listed below: (Scwalbe, 2012)         

1) Scope management, the defining and managing of work in order to successfully complete the project
2) Time management, Ensures the project is completed on time by estimating completion of work, and scheduling acceptable time frames.
3) Cost management, managing the budget of the project.
4) Quality management, ensures the project will be of the required quality to meet the needs of the project.
5) Human resources, effectively using individuals involved in the project
6) Communication management, generating, collecting, storing, and distributing information.
7) Risk management, identification, analysis, and response to project related risks.
8) Procurement management, externally purchasing goods and services.
9) Stakeholder management, ident cation and analysis of stakeholder requirements while managing their involvement throughout the project.
10) Integration management, ensuring that different sections of the project are coordinated properly. (Scwalbe, 2012)


[bookmark: _Toc18360672]Project Management Tools and Techniques 

Gantt charts, critical path analysis, and project network diagrams, are some of the popular time management tools and techniques that can assist project managers while performing work on the ten knowledge areas. The below table is a list of tools and techniques commonly used in the knowledge area. (Scwalbe, 2015)
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[bookmark: _Toc18360673]Figure 4: Project Management Knowledge Areas (Dutton,2018)    

The above table is a framework that helps to understand project management. The frameworks key factors include, stakeholders, management, knowledge areas, tools, and techniques that contribute toward a successful project. (Scwalbe, 2012)         

[image: ]
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One of the methods that can be used to reach your goals and objectives is to implement S.M.A.R.T objectives. People often feel that they are not progressing despite all their hard work and effort, or they may have difficulties perceiving how they will meet their future ambitions which can be very demotivating when reflecting on past achievements. Setting smart goals could help individuals avoid drifting through life, hooping from one job to another, and enable them to set SMART goals to focus on successfully achieving their objectives (Mindtools, 2019).


George T. Doran (1981) argued that managers were becoming confused with all the information provided by books, seminars, magazines, and consultants. Doran suggested that in order to set effective objectives managers should think of the acronym SMART, which is an acronym for specific, measurable, achievable, reliable, and time.

Specific, focus on a specific area that needs improvement 

Measurable, determine measurable indicators of progress

Achievable, Determining how attainability 

Realistic, set realistic targets that can be achieved with available resources

Time-related, define the time in which it can be achieved (Doran, 1981).



SMART Objective of my project plan 
	
	
	
	

	PROJECT NAME
	MEL DESIGN AND ADVERTISEMENT COMPANY LTD.

	AUTHOR
	MELIS YAHSI
	DATE
	30.08.2019

	
	
	
	

	GOAL
	TO SET UP MY OWN DESIGNING COMPANY SUCCESFULLY

	
	
	
	

	OBJECTIVE 
	I WOULD LIKE TO SET UP MY OWN DESIGN COMPANY EARLY SEPTEMBER 2020

	SPECIFIC: Who? What? When? Where? Why? Which?
	Establish my own business by January 2021, would add additional income and allow me to work for myself, My business partner and I will own the company, she is an expert graphic designer with 20 years’ experience, the firm will be located in North Cyprus, we already have the required resources of equipment, skills, and knowledge.

	MEASURABLE: Metrics and milestones. How much? What percentage?
	Setting up company, acquiring first contract and completing first sale, operating at a profit, expanding the company and hiring more staff, becoming the biggest graphic design company in Norther Cypus. 

	ACHIEVABLE: Do you have skills and tools to accomplish this objective?
	Extensive knowledge and experience in the sector. Can use all graphics programs available, high I.T skills, experience in management, good customer relations, accounting skills.

	RELEVANT: Does it fit with overall organizational objectives?
	Very low level of investment needed as already have the skills and inventory, additional income from my own business, flexible to suit my desire of personally raising my children.

	TIME-BOUND: Intermediate and final deadline
	Establish company and start operating by January 2021,  



[bookmark: _Toc18360676]Table created by author, 2019
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There are several project management methods AGILE, PRINCE2, THE PMBOK, etc.

I will apply The PMBOK method on my project because, PMBOK stands for Project Management Body of Knowledge and it is the entire collection of processes, best practices, terminologies, and guidelines that are accepted as standards within the project management industry. Because the body of knowledge is constantly growing as practitioners discover new methods or best practices, it must be updated and disseminated.  (Wrike,2019)
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The aim of project scope management is to ensure that results and desired outcomes are achieved by including the required work to complete the project. Project scope management is basically defining and regulating what should be included in the design and what should not. Project scope management entails processes that need to be performed in order to complete a project with the desired functions and characteristics. There are six processes listed below that address issues of scope creep, scope creep is when additional functions and features are added to a project that were not agreed upon, or are outside of the agreed scope. Scope creep, 



	Plan scope management
	Involves the validating and defining of the project. Plan scope guides and directs how the scope will be managed during the whole project period. Scoping plan determines roles and responsibilities of people involved in managing the project scope, acting as a guide that aids in managing and controlling the scope
	I will secure contracts with customers, resolve problems, take care of payments, and help with design. My business partner will focus solely on designing and products. Printing press are responsible for all printed orders. Freight forwarders will be used to ship physical products to Cyprus from Turkey.

	Collect requirements
	is a process which involves determining, documenting, and managing stakeholder interests, and ensuring stakeholder requirements are met. It is vital that a work breakdown structure defined from a stakeholder perspective, this includes schedule, planning, cost and acquisition
	My business partner will be determining the final design and printing requirements. I will be involved in customer relations, accounts, acquisitions, and shipping.

	Define scope
	is the third process of project scope management, which entails the defining of the scope, this consists of developing a detailed definition of the project. The detailed description of the scope will benefit future project decision making and provide an understanding of the project scope between stakeholders. As well as defining project scope it is also vital to include different requirements of stakeholders identified in the collect requirements stage. Considering known risks and restrictions should be added to the project scope to contribute to the potential success of the project
	THE project will be a graphic design and printing design company named Melgraphics. Customer focus will be businesses such as, universities, hotels, private hospitals, government agencies, and service industry. Owners interests will be customer satisfaction, quality, and profit. Customer interest will be cost, product that meets their needs, and quality. Risks could be competition, failing to deliver on customer expectations, or disagreements between partners or other stakeholders.

	Work breakdown structure
	
once the plan, collect requirements, and definition of scope have been identified a work breakdown structure (WBS) must be established. Work breakdown structure subdivides deliverables into smaller manageable volumes that provides a structured perspective of what needs to be delivered. The benefits of dividing the project into smaller parts result in a more manageable project where numerous responsibilities can be assigned to people. Applying a work breakdown structure can also reduce cost and time while increasing accuracy
	Once the company has been established, I will be responsible for securing contracts from customers, accounting, resolving customer complaints, and arranging shipping. My business partner will be responsible for design, technical support, and I.T. Printing press will be used for all printed products and freight forwarders will be used to meet shipping requirements. 

	Validate scope
	acquiring formal approval of deliverables from stakeholders allows for the validation of scope. Making sure that deliverables match requirements to increase the projects chances of success
	Effective communication between all stakeholders must be ensured to enable printers to supply products as requested, freight forwarders to deliver goods on time, and customer needs and expectations to be met.

	Control scope
	the final process in project scope management is control scope. The aim of this process is the oversee and maintain basic standards throughout the project, and manage changes that occur during the project and ensure that changes in scope become beneficial to the project. In order to decrease the chances of scope creep changes must be handled and controlled throughout the project. Scope changes can directly or indirectly affect project factors, such as, cost, quality, and time
	Control over quality, cost, and product design will be maintained by myself and my business partner throughout the project. Customer demands and requirements will be constantly monitored, feedback will be requested from all stakeholders throughout the project.
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Stakeholders are parties affected by or involved in a project enterprise which include, sponsors, project teams, staff, customers, suppliers, users and even those opposed to the project. Stake holders may often have varying needs and expectations. Project managers need to work with all stakeholders to try and ensure that their needs and expectations are met. A successful project manager will seek to develop good relationships with all stakeholders to gain an understanding of their needs and expectations. (Scwalbe, 2012)

Stakeholders at Mel Design are the owners, customers, printers, shippers, and the government. Communication between the stakeholders is paramount, understanding what the customer wants and needs will ensure customer satisfaction, while saving time and cost of amending or modifying products due to misunderstanding. Clearly communicating what the end product will be could avoid unsatisfied customers, and enable the managing of customer expectations. Good communication with the printing press is necessary to ensure that the products are produced according to customer demands, needs and expectations. Having products printed on the wrong type, size, or quality of paper will be a very expensive waste of funds and resources. Good communication with freight forwarders to ensure that goods are shipped and delivered on time is also very important. If products are required for an event, presentation, or promotion late arrival may be unacceptable. Good communication between stakeholders is essential to ensure needs and expectations are met, and dissatisfaction does not occur. 

[bookmark: _Toc18360684]Stakeholder Matrix Analysis of Mel Design 
	Stakeholder Name
	Impact
How much does the project impact them? (Low, Medium, High)
	Influence
How much influence do they have over the project? (Low, Medium, High)
	What is important to the stakeholder?
	How could the stakeholder contribute to the project?
	How could the stakeholder block the project?
	Strategy for engaging the stakeholder

	Melis Yahsi
	High
	High
	Establishing and maintaining the company, gaining customers, customer satisfaction, returns on investment. 
	Managing the company, communicating with other stakeholders, graphic design, managing accounts, ensuring shipments arrive on time.
	Dissolving partnership, bad customer relationships, failing to communicate effectively with other stakeholders

	Weekly discussions, feedback, effective communication.

	Melek Memis
	High
	High
	Establishing and maintaining the company, gaining customers, customer satisfaction, returns on investment.
	Quality designing, planning the work phases and delivering work on time. Quality controlling the printing press.
	Dissolving the partnership, failing to deliver projects on time, delivering products that do not meet customer demands.
	Information and feedback meetings every week


	Print Office
	Low
	Medium
	Volume of work, profit margins, frequency of orders.

	Quality product, meeting customer expectations, competitive pricing.
	Poor quality, slow production rates, failing to meet customer needs and requirements.
	Quality control of samples before printing orders, customer feedback, and effective communication.

	Customer
	low
	High
	Cost, quality, product satisfaction, speed of delivery.
	Placing orders, word of mouth advertising, repeat custom. 
	Negative word of mouth advertising, failing to pay for orders, cancelling orders at the last minute. 
	Customer satisfaction surveys via, phone, email, or face to face. Offers and promotions.

	Government 
	Low
	high
	Abiding by rules and regulations, collecting taxes, ethical treatment of customers, health and safety at work.
	Business loans and grants, tax breaks, government funding.

	High taxes, restrictive legislation.
	Through government agencies, online, and via telephone.
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Name: E. MELIS YAHSI
Date: 26.08.2019




	Objectives

What do I want to be able to do or do better?
	Success Criteria

How will I recognise success? How will I review and measure my improvement?
	Actions

What methods will I use to achieve my learning objectives?
	Implementation

How will I practise and apply what I learn?

	To complete my BA Degree successfully and on time
	* Attending all my lectures. 

* Focusing on my lectures and reports.

* Try to do my best on my reports.

* Seek feedback from my lecturers and class mates.
	* Allowing plenty of time to study.

*Discuss my learning objectives with my lecturers and class mates.

*Researching literature, tools, and techniques to add skills and improve knowledge.  
	* Implementing theories learnt at university into practice at work, and personal life. 

* Writing reports.  

	To set up my own business

	* To complete my BA degree successfully. 

* To make my business plan

* To apply SMART objectives.
 
	*Applying all skills and tools learnt from theories to have a sustainable, successful business.

* Seeking feedback and ideas from relevant professionals.  
	*Starting my business.

*Apply tools and techniques learnt at university such as, SWOT, PESTLE, Porters 5 Forces, 7 P’s of marketing, and management theories


	To improve my academic English 
	*Measure understanding of books, newspapers, and articles in English.

*Review and compare my present and past work.

*Through feedback.


	*Additional courses in higher level English.

*Seeking feedback from native speakers.

*Read more books, newspapers, and articles in English

	*Improve the quality of university reports.

*Improved dialogue with friends, business partners, and customers
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[bookmark: _Toc18360688]Conclusion

Project management tools and techniques should be used by all project managers and organisations to enhance the chances of success. Project management tools enable managers to ensure that all tasks are completed on time, enhance efficiency and provide a project scope. Project management tools allow managers to easily plan by establishing a hierarchy of tasks, organise tasks that are dependent on each other in sequence, and know which tasks to assign to individuals. Many projects require large teams, therefore, using management tools can aid in deciding how many people are required to perform tasks collectively, which tasks can be performed by individuals, and determine individuals that can perform numerous tasks according to the needs of the project. Being able to track the time it takes to complete tasks is a valuable tool for project managers to have, it can enable the project manager to gather data on team members which will provide information on their pace of work, this could result in more accurate time frames being set for tasks enabling managers to provide more accurate estimates, and manage time more effectively.

The tools and techniques used in this report have been of great benefit in regard to the planning phase of my project, tools such as stakeholder analysis, scope management, and SMART objectives have enabled me to consider aspects of my project that I would not have considered previously. I believe studying these tools and techniques will enable me to plan, structure, and manage my project more efficiently, effectively, and productively. Implementing the tools and techniques discussed in this report will decrease the risks of external factors affecting my project negatively. Being able to structure, prioritise and more effectively manage my project will ensure that my business has a higher chance of success and sustainability.
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Integration management

Project selection methods, project management
methodologies, project charters, project management
plans, project software,

requests, change control boards, project review
meetings, | ned reports

Scope management

Scope work breakd
mind maps, statements of work, req
analyses, scope management plans, scope verification
techniques, and scope change controls

structures,

Time management

Gantt charts, project network diagrams, critical-path
analyses, crashing, fast tracking, schedule performance
measurements

Cost management

Net present value, return on investment, payback
analyses, earned value management, project portfolio
management, cost estimates, cost management plans,
cost baselines

Quality management

Quality metrics, checklists, quality control charts, Pareto
diagrams, fishbone diagrams, maturity models, statistical
methods

Human resource

Motivation techniques, empathic listening,

management responsibility assignment matrices, project
organizational charts, resource histograms, team
building exercises

Communications Communications management plans, kickoff

management meetings, conflict management, communications

media selection, status and progress reports, virtual
communications, templates, project Web sites

Risk management

Risk management plans, risk registers,
probability/impact matrices, risk rankings

Procurement management

Make-or-buy analyses, contracts, requests for proposals
or quotes, source selections, supplier evaluation
matrices

Stakeholder management

Stakeholder registers, stakeholder analyses, issue logs,
interpersonal skills, reporting systems

Figure 1-4. Common project

tools and techni by k ledge area

g 1!

Note: The bolded items are “super tools”

Project Success

How do you define the success or failure of a project? There are several ways to define project
success. The list that follows outlines a few common criteria for measuring project success as
applied to the example project of building a new 2,000 square foot home within six months for

$300,000:
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