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Executive summary

The report conducts a critical assessment of the project management tools and techniques for managing a project with Communities for Work. The researcher will analyse various tools and demonstrate the ability to plan and implement a project within the organisation. Brief introduction of the organisation drawing upon the range of recognising project tools and techniques. The researcher will demonstrate how they communicated with the stakeholders to plan the project. 
Lastly, a critical evaluation of researchers owns ability to reflect and learn for future recommendation and self-development plan on own performance.






















1.0 Introduction
Project management is defined as
“to control, manage and develop a plan to various actions of the modern business” (Lock, 2007, pp 1).
Lock (2007) stated Project management aims to define a possible future event including the hazard, challenges and to plan, coordinate and manage activities so that projects are accomplished effectively even though there is the existence of all the risks. The project manager aims to get a good result by reaching the goal of the project sponsor and other key stakeholders who are involved in the project, within the period given and without going over the budget.
The project process contains detailed and drawn-out phase changes from one thing to another with a string of overlapping sub-projects, which causes project actors trouble in controlling and managing (Ende and Marrewijk, 2014). In this sense, a project should be recognised as a process of change from start to end (Olsson and Mullern, 2009).

2.0 A Project life cycle 
“A project has a start, middle, and end, all of each is important for different reasons” (Robert,2011). The processes in every project are initiating, planning, executing and evaluating. These five are the definition of project management (Baker and Baker,2000). 
Each of the tasks of the project life cycle includes a selection of project tools and ways of doing things, development of a vision and the creation of the beginning of the existence of the goals for the project (shown in Appendix A).
The Life cycle model is a useful operating tool that measures an organisation analysis of actions related to a project (Zhang et al,2010).
The life cycle, which was developed by the economist Raymond Vernon in 1966, is still a widely used model in economics and marketing. The life cycle is almost the same as the diffusion of an innovation model that was developed by Everett Rogers in 1976 (Mulder,2019). There are other models such as the product development lifecycle that focusses on creating and managing the development, sales, and operation of a new product. A PM lifecycle focusses on managing the work for completing a defined goal. So, all lifecycle models contain a project with a definition, planning, implementation, and closing phase (Baker and Baker,2000). 
HBR (2015) stated, to move from one place to another a successful project that meets the right judging requirements needs to get the team on the same page before starting. Break tasks into small or big, set a schedule that keeps all the moving parts under control, monitor and report out on progress toward the goals, manage people who are interested in a project or business' expectations, wrap up the project and figure out the worth, amount, or quality of its success so that future projects go even more smoothly.
2.1 Initiation phase
Project initiations are the first phase in the project lifecycle. To begin, it must define the project and identify the objectives, scope, and deliverables.
It is important to note that a Project Manager is duly selected for the project which also indicates executive intent. In a way, that person will be the first valuable supply assigned to the project.
A skilled PM is likely to perform at or above a specific level of performance, who is expected to do the “right” things “right”. – “At its most important, project management is about people getting things done” (Bredillet et al,2014).
The first stage was to meet with the organisation chosen, the Communities for Work. Communities for Work (CfW) is a Welsh Government partnership Programme, supported by the European Social Fund, to deliver employment support services and access to a wide range of training, work experience, and volunteering opportunities. 
The project scope was to help the organisation to organise a Job Fair for the residents to help get employment ready and aware of the free education and training activities.
According to the information given by the organisation stakeholders, the group has conducted a Quad chart (shown in Appendix B).
The Quad chart is defined as 
“four structured categories for communicating complex information to audiences, often contained decision-makers, in a graphical way” (Ford and Wei, 2015).
The Quad chart clarifies exactly what the project is about. It includes the project scoping, stakeholders and stakeholder Analysis, Desired outcomes (critical success factors) and measures of success (Secondary Benefits). It’s often the motivation that is underlying values, passion, and ethics that are ‘what the project is all about’ or that ‘buys people in’ to it.
The Quad charts were developed by the United States Department of Commerce's National Oceanic and Atmospheric Administration to improve the planning and communication process (Voelker and Henschen,2006). Also, an early tool used by the National Weather Service (NWS) for staff communication. 
By applying the quad chart, it designs those participating in the project mission and understanding of whether moving in the right direction.
As shown in (Appendix B), the group did a quad chart to plan the overall scope of the project. It demonstrates the desired results and critical results of the project. The purpose was to make the community aware of the free facilities available to enhance their employability skills at the Dyfatty Community centre. The project is for the residents. The stakeholder who will be involved and will benefit is the local Swansea Council, Welsh Government, project champion, and the UWTSD. The goal is to recruit at least 20 new clients to be enrolled at the Job Fair. For completion, the group had six week’s plans to complete. 

Also, the secondary benefit was working in an environment where the atmosphere is great. The engagement team motivated the group by satisfying the needs such as feeling the sense of belonging from week one and sharing their knowledge. 
A stakeholder analysis is defined as
 “any individual or group who can affect or be affected by the process or the outcomes” (Sciencedirect,2011).
Freeman (1984), introduced the idea of stakeholder analysis as strategic management (Jepsen and Eskerod,2008).
In projects, it is important to understand who the stakeholders are and to work closely with them. The stakeholders has responsibilities in the project. They are involved in deciding the perspective and action for doing the project. For example, supporting the project with giving access to the useful things such as people, money and for making different decisions through the life of the project (Newton,2016).
As shown in (Appendix C) the CFW Stakeholder analysis. Through the process of the stakeholder analysis of the Swansea Council Job Fair, the group has recognised 7 key stakeholders who play an important role in ensuring the Job Fair is successful. For example, the Welsh Government is one of the high priority main stakeholders, without them the project won’t be successful. WG’s perspective is funding the project. WG has the campaign to support the public in enhancing higher education and promoting employment opportunities.
The Project Champion is a high priority because by being an engagement officer its duty is to prepare the project tasks, instruct, and discuss what is required of the project and authorise tasks. The project champion has communicated with the group through email and texts and meet once a week in the community centre.










2.2 Planning phase
To begin with a project, it must have a success plan of achieving its goals to follow progress. Planning is very crucial because it allocates to recognise the desired aims, goals, decreases of risk, look ahead to big or small problems, act before they are occurring and deliver the project at the right time.

Risk analysis
“The risk analysis is a continuous process that starts during the beginning of the project and moves ahead until the project is completed, risk management can only help you complete a problem by identifying and facing before a serious problem exists” (Baker and Baker, 2000, pp.78)
The risks in the CFW have been identified (shown in Appendix D). By identifying the risk, the organisation will be prepared to how to overcome it. The first risk was that will there be enough vacancies at the Job Fair. This is a high because the warning mechanism is that employers could decline to not coming due to any reason. For it not to happen the militating action was to check email for confirmation and contact employers if they were attending. 
Second high risk was the weather. As it is the Autumn season, the weather is not vivid, employers and clients might not attend the Job Fair. This kind of risk cannot be blamed for as its nature but in hand for action, check the forecast and check for confirmation of clients/employers who will attend.
Under the Management of Health and Safety at Work Regulations 1999, the minimum you must do is: take action to eliminate the danger, or if this isn’t possible, control the risk (HSE,2019).
These risks can have a possible negative influence on the scope, cost, and schedule of a project. Moreover, because of the unique nature and dynamic environment of projects, risks cannot be avoided. Therefore, the organisation should create a culture, where changes are supported and not rejected, and problems are discussed and not hidden. To ensure sustainable organisation performance, organisations should implement a project risk management (PRM) approach based on key project characteristics (Shishodia, Dixit, and Verma,2018). 

Gantt Chart
“A tool with horizontal bars showing a project schedule, including a start and finish dates, timescales, task breakdowns, and other variables” (Doyle,2011).
It was created by the American engineer Henry Gantt (1919) and it is often used for marketing and communications planning. It is also referred to as a project timeline that is most used for scheduling charts in business because they are easy to create and easy to understand (Baker and Baker, 2000).
Therefore, a project needs the Gantt chart (shown in Appendix E) to show all the tasks and tasks relationships. The group has accomplished a Gantt chart showing all the activities completed on time. It was very challenging as it must be reviewed more often to update it. Some activities took time to complete due to authorisation from the senior management.

2.3 Executing phase 
The project’s execution chart reveals the critical path, the activities that have no time reserves, as well as the final term of achieving the project in the mentioned conditions. The method emphasises the critical activities and the execution duration of the project. 
The Network diagram defines as 
“a network diagram system that represents activity, represents the event, and network structure and inner-relations between activities” (Wang et al, 2011). 
The Network diagram (shown in Appendix F) identifies the activities that influence the overall time of that process, the achievement of these activities forming the “critical path” and the reduction of the whole process length of time (Istrate, Marian, and Ferencz,2014).
There are other diagrams such as the WBS. The WBS representations don’t graphically display the sequencing relationships between various parts of the project (Baker and Baker,2000).  A WBS only shows hierarchical relationships which can be a very challenging tool for the CFW project.
The group chose to do the Network diagram as it is an easier way to identify and plan task sequences. The project was simple and drawn from the left to the right with lines drawn between tasks to indicate the direction of the workflow. Arrowheads are placed to show the directions. 
The main critical path was creating flyers and posters. The group designed the poster and emailed to the project champion who send it to the senior management of the hierarchy of authority who then modified and altered the poster template then sent back to the project champion who then printed them off. It was critical because the project champion was dependent on creating the poster but also dependent on the senior management authorisation. Because there are dependencies in the project, most activities took four weeks to authorise.
The researcher believes that the WBS diagram is for big projects that have lots of tasks and activities to a breakdown which the Network diagram is a simple flow diagram for a small project like the CFW.





2.4 Evaluation phase
The evaluation is “identifying and understanding the success and shortcomings of a project, what went well, bad, and why” (Baker and Baker, 2000).  
Also, CIPD (2018) stated that evaluation can be a formal or informal assessment of the quality and effectiveness of a project by measuring the input such as the quality of the content and presentation and by monitoring its outcome by skills, productivity, profitability, and future improvements.
The evaluation helps to figure out the quality to make improvements to program planners and implementers that increase the chances of reaching goals (Capwell, Butterfoss, and Francisco,2000).
Reflecting on experiences is an important step in learning, which is showed a good example of in Kolb's learning cycle (1984): an actual experiences, followed by observing and reflection, leading to creation of abstract ideas and leading to testing of the suggestions or ideas for future action, which then lead to new real, actual experiences.
The hard evaluation was analysing if the Job Fair will be successful, will it achieve the target the group aimed for, is residents aware of the Job Fair?
The soft evaluation was measuring the success, the reaction and the behaviour of the visitors. By having the evaluation forms, it has given the group the sense of satisfaction that the audience were empowered by the Job Fair and its awareness of the free facilities available for them (shown in Appendix G). The result shows 95% of visitors got the information they were looking for in the event and 89% were aware of the free facilities that were available.
What went bad?
· Time management- the team was half an hour late due to traffic congestion when the team arrived majority of employers were already there and setting up. 

What will the group do differently next time?
· The researchers believe that team members need to come forward for the role of project manager next time, as it will help to build more confidence and experience. This will give a chance to enhance project planning skills.
· The researcher should be more proactive, confident, and take the risk to be a project manager next time.
· Inform all stakeholders, as it was the first project the team performed, they forgot to inform the UWTSD stakeholder to attend. Next time, the project manager will have to make sure it doesn’t happen again.





3.0 Appendices
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Appendix B- Quad Chart
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Appendix C- Stakeholder analysis 
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Appendix D- Risk Analysis
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Appendix E- Gantt chart
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Appendix F- Network diagram
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Critical path of the Network Diagram
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Appendix G- Evaluation result
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