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[bookmark: _Toc27685106]Executive summary

The reports focused on critically analysing tools used for project management and then proceeds to explain how these tools were used in the project. The writer concluded that not all the tools are always relevant it all depends on the scale and type of project. The most essential tools were the organisation tools such as Project life cycle and WBS as these help split the project into sub tasks and sub sections to plan out the project in more detail. These tools helped make the project easier to visualise for the writer and their team. Communication is a very important aspect of this as without communication or delegation the task would not have been completed effectively. The stakeholder’s analysis tool is more important when there are more involved stakeholders or when there are more stake holders directly impacted by the project.
1. [bookmark: _Toc27685107]Terms of Reference
To be submitted 20/12/2019. The report provides a critical assessment of project management tools. The writer’s knowledge and understanding of the tools that were used in a workshop presentation.
1.1. [bookmark: _Toc27685108]Procedure
The report will be compiled using textbooks, journals and websites the writer has researched.












2. [bookmark: _Toc27685109]Introduction 

The writer will critically assess techniques and project management tools used to for success managing a project in a workplace. Analyse specific project tools used and show knowledge and understanding and provide definitions of Quad chart, Stake holders analysis, Risk analysis, WBS, Iron triangle and Project Cycle. The writer will demonstrate how to plan and implement a project in a workplace. The writer will describe tools that were used in the writers group presentation workshop. How the project plan was used and how the group communicated with the stakeholders. Evaluation of the writer’s own ability of managing the project and make recommendations to improve future performances with a self-development plan.







































3. [bookmark: _Toc27685110]Findings

3.1. [bookmark: _Toc27685111]Project management tools critical analysis

3.1.1. [bookmark: _Toc27685112]Project life cycle

The project lifecycle contains four major phases that occur during the project. The phases are Initiation, Planning, Implementation and Evaluation (Method123 , 2003).

[bookmark: _Hlk27603886]Initiation 
During the very first phase the business investigates pinpointing what the problem is and then brainstorms different ways on how this problem can be solved. The best solution is taken then the objective, scope and structure of the project are discussed.
Planning
The next phase involves using the previously agreed upon details and create a plan for different aspect of the project. These are the following are usually investigated Project plan, Resource plan, financial plan, quality plan. Risk plan, acceptance plan and procurement plan.
Implementation/Execution
The implementation phase is when the project itself begins by following the plan set up in the previous phase (Harvard Business Harvard Business Review , 2016).
Evaluation/Project closure
During the final phase the contracts involved in the projects are closed. This phase then looks back at the project and analysis their performance and decide what went well and what went wrong. 

Advantages
Adds organisation to the project by doing the project in four consecutive phases.
Helps to avoid unexpected outcomes as it would have already been discussed during risk assessment.
Time and costs are estimated in advance to keep within budget (Naybour, 2016).
· The business can avoid major loses by deciding whether the project is worth proceeding with.

Disadvantages
Increased costs due to the requirement of hiring staff






3.1.2. [bookmark: _Toc27685113]Stake holder’s analysis chart

This tool helps the business understand who the stakeholders are, their priority and what the stakeholder’s interest are in the project (Schmeer, 1999). The business conducts detailed research to collect both qualitative and quotative data to decide who has the higher priority. These details are then put into a chart which looks at priority, perspective and action.
Priority- This is separated into High(H), Medium(M) and Low(L).
Perspective- this looks at the interest that the stakeholders have in the project
Action- This is the action that will be taken by each stakeholder in the project whether it is direct action in the project or by spreading information through word of mouth.

Advantages
· Stakeholders will be kept happy and informed
· Assists in “strategically planning” a successful project (Smith, 2000)
Disadvantages
· The information and analysis can be perceived differently by everyone as there is no definite priority level for all stakeholders.

3.1.3. [bookmark: _Toc27685114]Risk Analysis
Risk analysis is done by the business before the project is accepted. The business will usually collect as much relevant data around the project area to figure out what the risks of the project is and how it can be prevented (The Chartered Body for the Project Profession, 2018). This can be done in table looking at the priority of the risk, likelihood, who/what is at risk, signs of the risk and finally mitigation action to avoid the risk or to lessen the impact of a risk.

Advantage
· Unforeseen risks such as financial risks can cause a project to come to stop. Delayed project can cost the business loss in money and lose the trust of stakeholders.
· When done correctly and effectively the project will cause less stress on the team.
Disadvantage
· Not all risks can be planned for.
· Collecting information for this can take a lot of time and money

3.1.4. [bookmark: _Toc27685115]WBS-Work based/Breakdown structure
WBS is a tool used by business to break the project down into smaller more specific tasks and subtasks. The tool also allows the business to connect the “objectives” of the project with “resources and activities in a logical framework”. This tool throughout the project is a good way of keep track of the progress (Tausworthe, 1984).

Advantage
· Effectively structures task into easier more specific task
· Allows the project to be able to track their progression (Reddy, 2012)
· Logical structuring allows for a smoother transition through task to task increasing efficiency
Disadvantages
· By splitting the task into smaller and smaller tasks resources may need to be spread thinner if multiple need to be done at the same time. This can also lead to a loss of quality.

3.1.5. [bookmark: _Toc27685116]Iron Triangle
The iron triangle is a tool used to analyse the project and split it into three aspects, quality, time and cost. These three aspects combine are the scope of the project (Caccamese, 2012).
Advantage
· A more detailed understanding of the project can make the project proceed more smoothly
Disadvantages
· Requires resources to analyse all the aspects in detail 

3.1.6. [bookmark: _Toc27685117]The quad chart
The quad chart is a simple tool that has multiple purpose. The chart is mainly used to show four sets of data in one chart for easy access (Honeycutt, 2005). This can be used simply to contain all important information about the project so it can be accessed with ease. There’s no really disadvantage with this tool apart from it not being detrimental to the success of the project.


3.2. [bookmark: _Toc27685118]Project management tools application in project

3.2.1. [bookmark: _Toc27685119]Project Life Cycle

Initiation 
The objective was to prepare and plan a workshop presentation. The team were assigned to project roles, the tasks were shared between the team. Start and completion dates for the presentation were set.
Planning
The team created a WBS, and a plan of action including communication plans for example using WhatsApp and e-mail.
Implementation
The team had regular meetings to discuss how they were progressing in their assigned tasks. Everyone was kept informed.
Evaluation
Feedback from attendees of the workshop, which were mostly positive. The team discussed achievement and the lessons that were learnt.

3.2.2. [bookmark: _Toc27685120]The Quad chart 
Title of project: Demystifying Marketing
First section will cover the purpose and aims and objectives, which are to deliver a workshop to show how important and effective it will be for organisations. To increase the participants knowledge in marketing. Section two of the quad chart identifies the stakeholders, these are the project group, project manager, BME group and the broader community. The third section is for the desired results for success. The workshop is well planned and received by the participants. Helping the participants to use the knowledge successfully. All the tasks completed, posters, leaflets, presentation Power point and feedback questionnaire. The fourth section of the quad chart is for the standards which are measures of success. Engaging attendees and positive feedback from participants when the workshop is finished.

[image: ]


3.3. [bookmark: _Toc27685121]Projects tools and techniques used to organise the workshop
The writer and three other students had the task of preparing and delivering a three-hour workshop on Demystifying Marketing. The project was for Swansea Council Voluntary Services with the help of Eleri Williams, who works for SCVS. The writers team needed to use Stakeholders analysis, Risk analysis.








3.3.1. [bookmark: _Toc27685122]Stakeholder Analysis chart

[image: ] 

The project group will work to successfully achieve all targets and goals, while gaining knowledge and experience needed to deliver a workshop. WhatsApp and e-mailing will be used to keep everyone up to date on weekly developments. The project manager is responsible for organising refreshments, hardware and booking the room and to support the team and help if required.  Will also help organisations to grow and offer support. BME group will increase their knowledge of marketing and learn new ways of low cost or free advertising. Interacting and participating in the activities planned for the workshop.


3.3.2. [bookmark: _Toc27685123]Risk Analysis chart

[image: ]

The likelihood of group members not able to attend the workshop is low, but the impact will be high. This could be due to health issues, which can be prevented by leading a healthy lifestyle. There is a risk that there will not be enough people coming to the workshop, the chance of this happening is medium to high. The warning signs for this will be not enough bookings, to prevent this from happening the information needs to be clear and precise on the marketing. If the presentation is not fun then there will be a lack of engagement, which can be a high impact risk and the chance of it occurring is low if the workshop is useful and engaging. Time is also a medium to high impact risk, the likelihood will be low as the tasks will be divided into manageable workloads.

[bookmark: _Hlk27502322]
3.3.3. [bookmark: _Toc27685124]Communication
The project plans will be updated regularly with WhatsApp and through e-mail to the stakeholders involved in the presentation workshop. Information from research, draft PowerPoint, poster and flyers shared with all stakeholders involved. There will be weekly face to face meetings to discuss ideas and give opinions.

3.4. [bookmark: _Toc27685125]The project plan was implemented using the work base structure framework

3.4.1. [bookmark: _Toc27685126]Iron Triangle
There are 3 main constraints, which are Scope, Time and Cost.
Our Scope
Give attendees knowledge and skills required to develop low cost marketing. Things they should be aware of, ideas for free or low-cost marketing.
Time
From the start of the project to the delivery of the workshop was 6 weeks.
No Cost

3.4.2. [bookmark: _Toc27685127]Work Based Structure     
Work base structure was used by the group to help plan the project. The first section of the table was information and sitting layout for workshop, presentation timetable and list of activities planned. The second section was for promotion, invitations will be by e-mail and there will be posters and leaflets. WBS table showed that the group needed to finalise booking information by 15th November and send it to the project leader by 16th November. The third part provided information and task completion dates and name of who was assigned for activity templates, presentation power point, poster design and research. The fourth section was tools and techniques to be used Project life cycle, Iron Triangle, Quad chart, Stakeholders, Risk analysis and PESTLE. Fifth section of the activity planner section provided completion dates for feedback forms and drafts of all tasks for the group to prepare and finish by 14th November and when team would meet up and how they would communicate with each other.

3.4.3. [bookmark: _Toc27685128]Evaluation 
The writer’s own ability to manage a project successfully was experienced while preparing and delivering the workshop presentation. The writer researched on the advantages and disadvantages of low cost or free advertising. The writer gave opinions and ideas on the design of the posters, leaflets and Power Point. The information given in the workshop by the writer were useful and interesting according to feedback from attendees.










































4. [bookmark: _Toc27685129]Recommendation 

Personal Development Plan

Target/Goals-Complete degree keep university work and assignments up to date. 
Action /skills to achieve goal-Allow enough time to complete tasks, organise time well and ask question to fully understand what is needed. Attend all lectures possible.
Barriers/obstacles-not focusing on studying hard, poor organisation.
Needs addressed-Finish assignments on time and to the best standard achievable.
The writer has good listening skills, is willing to learn, the writer’s IT skills are weak and need to be improved.


At the start of the project clearly explain the project details, know the important points of the project. Build trust with the team. Get to know them well. Communication between the team will be essential for a successful project.
































[bookmark: _GoBack]
5. [bookmark: _Toc27685130]Conclusion

The writer has concluded that not all these tools are mandatory to have a successful project. Each tool has its uses and benefits, but some are too niche and are not always relevant. The most important tools to have a well organised project is WBS to split the task into smaller and unique sub tasks which also help the project team keep track of progression. The Risk analysis is vital to all projects as it will make the project more Felix able and resilient to possible risks. Stake holder analysis is also very detrimental especially for larger business as they would tend to have a wider variety of stakeholders that need to be understood and kept happy. The project life cycle goes one step further than WBS and splits the entire duration of the project into four sectors which makes the project more manageable easier to prepare for. Overall the project was handled well by the writer but other tools in the future could possibly make it easier depending on the task. 
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