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Executive summery

This Report will look at various project management tools and help to have better understanding of the importance of using the tools and techniques in different project phases to achieve a positive outcome. The Report will be applying the project management tools to a real-life project named Working Mind Matter (WMM) to prevent better understand how the tools must be implanted.  The WMM project aims to help bring back young and vulnerable adults to employment and offer a life-changing opportunity. The project offers mental, and employability skills support to each client.  The Report will analyse how the Working Mind Matter team has implemented each project management tool and critically analyse each tool regarding the project. The team has created a helpful Quad chart, and this chart has helped to outline the project from beginning to end. The time frame was very delicate, only four weeks long. The team has measured up all the risk factors and had an exemplary implementation of each tool. The project still was unsuccessful due to client's long responding time and the sort of lifetime of the project. The Report finding was too many project management tools been applied compared to the size and the length of the project. The application of the to many tools has created time loss and confusion. 
The Report making a recommendation to the team for further projects, and the team must only use tools and techniques that best match the size of the project, and the project manager must have better agitation at the beginning regarding realistic goals in the time frame given.  




Contents 
Introduction	3

 Invitiation phase	4
Project life cycle	4
Quad	5
Planning phase	6
Risk Analasys 	7
Exacution phase	8
WBS	9
Gantt	10
Network Diagramm 	11
Project closer 	12
Risk analasis 	13
Iron Trangle	14
Evaluation	15
Conclusion…………………………………….……………………………………………..16
References	17
Appendences…………………………………………………………………………………19















1. Introduction

A project can be the achievement of specific objective, which involves a series of activities and tasks which consume resources. It must be completed within a set specification, having defined start and end date. In contrast, project management can be defined as the process of controlling the achievement of the project objectives. Utilising the existing organisational structure and resources, it seeks to manage the project by applying a collection of tools and techniques, without adversely disrupting the routine operation of the company. (Munns, 1996) Project management is aimed at producing an end product that will effect some change for the benefit of the organisation that instigated the project. It is the initiation, planning and control of a range of tasks required to deliver this end product. Projects require a strong project manager and must be monitored closely through the various tools to make sure the project keeps to the time limit and stays within budget. Project management brings a unique focus shaped by the goals, resources, and schedule of each project. 
To fully understand project management, a group of four people have volunteered to work on the project, that helps to find employment for young and vulnerable adults. This project offers different support such as physical, (help with CV writing, job searching, and interview skills etc.) mental, (one to one consultation, metal health support) and after care services. The project name set out by the team as Working Mind Matters. (WMM)
This report will show all the stages of the project and will implement various project management tools for example Project Life Cycle, QUAD Chart, Stake Holder Analysis, WBS, Gantt Chart, Network Diagram, Risk Analysis, Iron Triangle and the Project Evaluation process that have been used by the team to have a successful outcome. The report will critically analyse all of the techniques and will brief on how the WMM team delivered using all the project management tools. The report will make a conclusion/recommendation to have a better understanding of what went well or what needs to be addressed in the future to achieve a better outcome. 

2.- Project Initiation
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Description automatically generated]The project life cycle is a basic framework for managing projects. Through this tool have clear understanding of the project dynamic. (Milosevic, 2010) This tool helps to understand how the project should be planned and structured. It allows anyone to easily understand all the stages of the project.  The project life cycle involves four stages: Planning, Implementation, Termination, and the Closing process. This tool can be useful to plan in the beginning. According to Naybour (2020) “The project lifecycle provides a structured approach for the delivery of the project, help with evaluation and improves communication between the team members.” The limitation of the project life cycle is that it could be very project focused. Project managers get an idea of what is right for the project success but miss what they should do to meet the client’s needs. (Cohan 2021)
In the Initiation phase, the WMM team have met with each client and the stakeholders. In this phase, everyone has clear understanding of the aim of the project. The project facilitator, Debra, is to join the team as an expert and is guiding the team through the minefield of tackling the scope of work. The team have started dividing tasks, setting out roles and choosing a project manager. The project manager, Bettina, must set an achievable aim and time frame for the project. The team have created questionnaires and a new email address and have started sending emails and having face to face interaction with the clients. 
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Description automatically generated]Quad Chart
A quad chart is a form of technical documentation used to briefly describe an invention or other innovation through writing, illustration and/or photographs. (Kenan, 2021) The QUAD Chart has been helpful for the team to set out a clear aim and objectives for the project, map out all the stakeholders that potentially can be involved in the project and all the desires and measurable success and motivation factors. The aim has come very quickly and easily for the team as the team felt that it would be a great deal to give people a life changing opportunity. “Aim is to support young adults and help them build personal confidence and employability skills” The objective of the project is to increase work-based confidence through CV writing and interview skills, to help develop employability skills and provide all the support that is needed. The team has investigated who will have an interest or influence over this project and named out the stakeholders. On the bottom of this table, the desired results can be measurable or unmeasurable results. Measurable results will be that each client has a completed CV and has been given all the support that is required to find a new job. Unmeasurable results include all the emotional support that the team has given to each client. The Quantitative will be that each client has applied for jobs or education and feels confident, and the clients have had life changing outcome. The Qualitative measures of the success will be that the clients have a completed CV and more knowledge of the interview process, and the clients will be confident when applying for new jobs.   The secondary Benefits: in all projects there are people or communities that have secondary benefits of the outcome of the project. In this case it was increasing awareness of employability skills in the wider community. Motivational factors were a very important part, as the team defined why it is important to achieve a positive outcome, and the team can refer any time to this chart and get extra motivation to go the extra miles for success.
 This tool worked very well to increase knowledge, motivation and give a better understanding to each team member of the project. This tool was helpful as it was easy to plan the steps required to have a good start on the project. The limitation was that it does not give a time scale for each section and the biggest hold back is that the tool does not reflect on the stakeholder’s interests or how they are impacted by the project. 

2. Planning phase
Mintzberg (1994) describes planning as the effort to formalizing decision-making activities through decomposition, articulation, and rationalisation. In construction, pre-project planning is defined as the phase after business planning, where a deal is initiated and prior to project execution (Gibson & Gebken, 2003). In this phase the team have all the necessary dates for the face-to-face meetings and set up all the communication channels for the meetings.
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Description automatically generated]It is very important as it enables the team to understand in what areas support will be required and how companies can offer something to the project. The Stakeholder Analysis is a process that involves evaluating the needs and expectations of stakeholders in relation to the main objectives of the project. (Olander, 2007) The stakeholder analysis focus on the people that are involved in the project. The tool has helped to prioritise and understand how much information is needed to be given to each stakeholder. Also, it has been great to understand whether the stakeholder will have negative or positive attitude towards the project. Therefore, the team members could take the right action to change the mind set from negative to positive or keep each stakeholder’s interest all the way from the beginning to the end. For example, the first two boxes are the high interest people - the drivers and the clients. This category of people is most effected by the outcome and therefore did not need any convincing. They just required to be informed of the action that must be taken for the success of the project. The next two rows are the medium priority group. The project facilitator, Debra, and the employers that are offering jobs for the candidates. Debra will not have effect the success of the project, but her interest is to help the clients to find a job and have a better lifestyle. The employers also do not have any impact of the outcome, but the project needed them to offer the career opportunities for the clients. Therefore, it was the team job to keep Debra and employers’ interest by regular emails or text, as the project needed those individuals to achieve a positive outcome. The last two rows will indicate the lower interest people. Those two rows do not have a close involvement with the project but will benefit from its success. Therefore, they did not need much communication or encouragement, just a short brief at the end of the project.  
Through this tool the team had better time management, as time was not wasted by giving out unnecessary information to people who do not need it. On the other hand, this tool can be very subjective and not give a true reflection on the emotional side or attitudes towards to the project. This tool did not show the team the volunteers’ attitude to find a job and did not help to scale out if any mental support was required. Also, the tool must be updated on a regular basis to be accurate, and it can be time consuming for the project team. 

3. Execution Phase
According to David G. (2017) “When it comes to the execution phase of the project there are several ways of succeeding in terms of developing and completing deliverables. The third phase of the project life cycle is one of the most crucial of the project since it is the phase where the team will construct the project deliverables and present them to stake holders. This is usually the longest and the most demanding phase. 


4.1. WBS
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Description automatically generated]A work breakdown structure (WBS) is used in project management to break down and organise the tasks that need to be accomplished to achieve an end goal. Tasks are organised hierarchically and sequentially. (Freeman, 2021) WBS diagrams are useful for definitively breaking down the work that is required to be done in order to achieve the end goal. It helps team members prioritise tasks and allocate time and resources efficiently. It also acts as a project checklist for each team members towards the final goal. In the WMM project this tool was helpful to work a way down from the aim of the project step by step and defining what must be done to achieve a successful outcome. With the Quad chart, the team looked at deliverables and desired result and the WBS chart corresponding with that. In the quad chart the desired results pointed out the clients will have a CV and will have interview practice. To achieve desired outcomes, the team began by using a questionnaire to find out the employability skills of each client, their interests. Additionally, mock interviews were conducted and feedback was given to help the clients improve their performance. A SWOT analysis was undertaken on each client, and it was discussed whether the client needed any extra support with basic English skills or educational support. The team must prepare practical test papers and help to find relevant training and courses. The key benefit of the WBS structure was that it helped each team member understand what job needed to be done and how these jobs how will influence the success of the project, and how the entire project depends on the work of each team member. This chart showed the team what preparation must be done in the planning process to reach the aim of the project. Also it assisted in distributing responsibilities to each team member. The team found that this tool can be deceiving as the tasks were not in a practical order and it had no reflection on which task is critical and which task was not as important for the project. A disadvantage of the WBS structure is that there can be a lack of truthfulness and the possibility of missing an important element within the project’s formation. (checkykey, 2021). 


[image: Chart

Description automatically generated with low confidence]4.2. Gantt
A Gantt chart is a project management tool which visualises information and dependency of project tasks. Each bar on the timeline represents a task and displays the start and finish date as well as the progress intuitively. (Freeman, 2021) This chart was very helpful for the team to visualise the project in the more efficiently way, as the WMM project had very short timeline - only four weeks from the start to the end. The chart has stated in bullet points the exact date that tasks needed to be undertaken. This realistic planning helped to avoid delays and loss of money that may result. The process of putting a project plan into a Gantt chart forces the team to think about ideas carefully and give a practical and mature plan. For project managers, the Gantt chart does a good job in planning the basic information and calculates the real-time cost. However, for the team members whose job is to carry out the tasks, collaboration rather than planning matters a lot. If the team need to manage the workload, share documents, and communicate about the work, a Gantt chart would have limitations on visibility, coordination, and clarity.

4.3. Network Diagram
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Description automatically generated]A network diagram in project management is useful for planning and tracking the project from beginning to finish. It represents a project’s critical path as well as the scope for the project. A good network diagram will be a clear and concise graphic representation of a project. (BrightHub, 2008). The Network Diagram has helped the WMM team to understand the time scale and that when deadlines are not met due to issues such as a lack of communication, it can lead to a knock-on effect to the rest of the activities on the graph. Network diagrams are used to show how a large project or task can be broken down into a logical series of sub tasks. (Green, 2021) The WMM project was a small project, and the team felt this tool was not much help with the execution. 
	The Network Diagram and the Gantt chart worked perfectly with the quad chart, as the quad chart limitation was that it did not give a time frame to each process. These two charts are all about timing and showing all the time scales.

5.- Closure: Monitoring & Evaluation

5.1. Monitoring process
Project monitoring is a crucial element of all project management plans. Without monitoring it is hard to see where or why projects fail (Memorial, 2020). It essentially comes down to keeping tabs on all project-related measurements, proactively recognising possible problems and taking the necessary steps to guarantee the project is completed on budget, on time and in scope. Project monitoring has helped for the WMM Team to make sure implementing a project as competently as possible. It was always a cohesive and constant part of project management, and any vital decisions never be made without it. The team monitored the project through all the tools, that is stated in the report. 
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Description automatically generated]5.2. Risk Analysis
Being a dynamic process, risk management presupposes regular updating in order to analyse the development of the project risks continuously. Only knowledge of the risk structure and of the dates when risks occur during the project sequence make it possible to initiate definite measures for minimising risks. (Franky, 1987) In the Working Mind Matter project, to be able to identify all the risks that could lead the project failure, the team has carried out a SWOT and PESTEL analysis. The team felt that the Strength was good communication, collaboration, delegation and implementing tool techniques throughout the project. Weaknesses are unenforceable circumstances, for example long response time from the clients and the short time that has been allowed for the project. There were plenty of opportunities such as raising awareness of employment in wider community, expanding the project with a wider client base and getting involved with external facilitators as universities and organisations. The threats that lead to risks in the project were absence of team members, clients not to wanting to participate or the time for the project life not be sufficient. Also, there has been external risk that had an effect on the project. The team have identified all the risks through PESTEL analysis. One of major political changes was Brexit. The United Kingdom has left the European Union and the transition period has ended. This means that the UK has now left the EU Single Market and Customs Union and EU law no longer applies in the UK. (Gov.uk, 2021) It has affected companies, supply chains and how EU citizens find employment within the UK.  Economic factors include the rising unemployment rate and not as many jobs available on the market, which can be closely linked to Brexit and the environmental factor of the COVID-19 pandemic.  Covid-19 has affected everything from mental health to the way people are working today. (Davis, 2021) Social behaviour of the people towards working has changed; people are wanting work from home and employers are more flexible around employment. Employees have gained more trust to work from home and is still achieve a high outcome. (Green, 2020) The technology around finding Covid vaccine and producing test kits was elevated and opened up new career opportunities. 

5.3. Iron Triangle
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Description automatically generated]The Iron Triangle, also called the Triple Constraint, is a central concept to project management research and practice, representing the relationship between key performance criteria. (Pollack, 2018)
The Iron triangle has helped the WMM Team in decision making regarding what is the most important outcome of project. To be able to provide mental and employability skill support for all of the clients, the team had to measure all the risk factors that could lead to failure. In the risk analysis there were five risk factors stated and the three majors have been highlighted in the triangle: Quality, Cost and Time.   
5.4. Evaluation
Evaluating a project means performing a rigorous analysis of completed goals, objectives, and activities to determine whether the project has produced planned results, delivered expected benefits, and made desired change. (MyMG, 2011) As a process, project evaluation takes a series of steps to identify and measure the outcomes and impacts resulted from project completion. The hard outcome is the clearly definable and quantifiable results of the project. In the WMM project, one client made progress and chose to go back to education after childbirth. The rest of the clients did not respond in time due to the short time scale that was given to the project. Unfortunately, this project stopped in the execution phase and never succeeded due to the short time scale given for the project and the lack of response from the clients. The team has pointed out in the risk analysis two risk factors that could make the project fail. However, the team has taken away much experience and has completed all the work that needed to be done. It is hard to see soft outcomes due incomplete questionnaires from the clients. The team performance was outstanding from the first to the last day; the team have been produced two questionnaires and preparation material for each client. The team has used the Belbin team role test (Accelerate, 2021) allocating each task to the members with the best matching skill set. Bettina was the implementer of the team. She indicated good management skills, and the team have named Bettina as the project manager. Bettina has considered all of the risks and brought reality to the project. However, in future projects, Bettina must make judgement in the beginning as to whether the time scale will be long enough and straight away raise a concern if necessary to the involved organisation. 

4. Conclusion/Recommendation
All through the report there were indications that the team has implemented each project management tool and techniques very well. However, to keep updating all of the tools and producing all of the charts has been very time consuming for the team. Although without all the tools, the team could not manage the project and could not evaluate all the learnings from the project. The main issue was the project lifetime as was only four weeks. The clients were slow to respond which contributed to the project failure. This project was only a small project with a short time. It was great experience for the team and in the future, if more time was permitted with a different client base, then the project could be a great success. The findings in the report indicate that one of the main failures for any project is poor time management and not meeting deadlines. The report would recommend that the team only use tools which best match the project nature for future projects.
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First Questionnaire: 
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SWOT
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Second Questionnaire 
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