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Introduction.
The purpose of this report is to give some insight into project management. The report will focus on some tools and method used by project managers. It will also give some guidance, procedures on how to implement and run a successful project.
[bookmark: _Toc36333724]Project Overview.
Vintner’s Antiques a currently located at Shirley area of Stratford road has received an offer for from Tesco for the property. Vintner’s Antique also has another property at Sparkbrook, the problem is the property needs extensive work, it is currently used for storage, and Vintner’s would like the property to be renovated mirroring the business called Salvage Hunters. The aim is to relocate the current business to function as a shop, showroom and a collection point. 
[bookmark: _Toc36333725]What is a Project?
A project is a temporary task or endeavour given to create a product, services or a result as a part of an organisations goals and strategy and should not be confused with daily ongoing organisational operations. The project can be short- or long-term activity with an initiating and a closing date (Project Management Institute, 2013). For example, a project can be to build a wooden shed in a day or build something enormous like the Taj Mahal in 22 years (Encyclopaedia Britannica, 2020), typically, a project Lifecycle (Discover-Initiate-Delivery- Closure-Realisation).
[bookmark: _Toc36333726]Sponsor 
A sponsor is generally a person who initiates the plan of the project he or she will have the ultimate authority on the project.  Sponsor has many responsibilities starting from initiating the project to creating a steering group and helping with any difficulties that may arise from projects, like finance to project being stalled for whatever reason. The project the sponsors responsible for making sure that everything is working according to plan all the objectives and goals are being met according to the company’s plans. The sponsor will have many responsibilities, allocating the budget, approving the project plan, managing the risk and find resources for the project, having a sponsor is vital to the success of a project (Crawford and Brett, 2001).
[bookmark: _Toc36333727]Steering group.
Steering is made up of stakeholders who are professionals, users, project financier and experts who supervise a project to guarantee that the procedure is followed provide the expertise and resolve any issues that may need fixing. Steering group similarly meet on key dates communicate and give precise information on how the project progressing. Stakeholders can be considered as those who have an interest in project success. Stakeholders are often the ones who are affected by the outcome of the project, for example, if deliverable fails to materialise the users will not get their desired product or service, the financier would lose his money, and the sponsor would lose out too. 
[bookmark: _Toc35727713][bookmark: _Toc36333728]Structure of a Sponsor and Steering group.


Figure 1: Own Construct.
Above hierarchy, a structure commonly used by organisations to create a sponsor and steering group based on individual jobs roles, skills and position within the company or even employ an expert from an external firm.
[bookmark: _Toc36333729]The Roles and Responsibility of the Steering Group.
· The project manager is an expert in the area of project management; they have a duty of planning, delegating, executing, delivering the deliverables, and defining the scope of the project from commencement to the finish.
· A specialist is usually an expert with extensive knowledge skills that allow him to manage the deliverables. 
· Project financier is a person who links, planning, budgeting and the aim of achieving the project objectives.
· User can be defined as the person who will use the final product or even the person who may design and represents the consumer.
[bookmark: _Toc36333730]The Waterfall Methodology. 
[image: JIRA Waterfall Model - Javatpoint]
Figure 2 source: (Javatpoint, 2020). 
Waterfall methodology is a six-step sequential method, a step by step process easy, structured way of doing a project. Commonly used in software engineering but used in the construction industry too (Petersen, Wohlin and Baca, 2009).
[bookmark: _Toc36333731]Defining Scope of the Project.
[bookmark: _Toc36333732]User stories.
User stories are traditional practices used by managers and employees to gather short written single sentence written on a sticky paper. It is a visual mapping technique used in a group brainstorming session to tell a story in a customer’s perspective as the end-users. The sticky papers are usually grouped and categorised by visually mapping the stories by breaking into groups. For example, first, by defining the problem, second writing the stories and then grouping the stories with Must, Want and Nice, and lastly complete the mission by including everything in must and anything that could be included from other stories (refer to appendix 1 for a complete breakdown). This method allows a straightforward teamworking approach to solving some difficult decisions. The purpose of a user story is to aid developers to produce products, help identify what is critical, service and features required by the user and aids with identifying the size of the scope (Wysocki, 2014).
[bookmark: _Toc36333733]MoSCow Prioritising technique 
[image: MoSCoW-Prioritization]
Figure 3 source: (ProductPlan, 2020).
MoSCoW is an acronym the represents four different groups Must-have, Should-have, Could-have and occasionally Wish or will not have. MoSCoW technique aids stakeholders to categories and prioritises what is essential for the users.
[bookmark: _Toc36333734]Microsoft Planner.
Microsoft Planner replaces the old brown paper planning and sticky paper. The user stories, as written above, can be written into the planner. The new web-based tool allows project managers to organise with teams and let employees access the Gantt charts through laptops, tablets and mobile phones.
[bookmark: _Toc36333735]The Function of Microsoft planner.
· Creat plans and organises tasks with a plan on boards.
· Ability to see tasks that have been assigned to individual people on the project.
· Allows to tasks to be categorised into grouped into buckets.
· Can see tasks that have been assigned to project managers.
· Can see plans and progress in a graphical view in a glance in the planner hub. 
[bookmark: _Toc36333736]The Iron Triangle.
The Iron Triangle helps managers to understand the project in terms of Time, Scope and Cost. It is a tool that makes give managers an understanding aids them to make calculated choices but does not solve any problems. For example, changing the scope or adding more features to the project means it will affect the delivery date, it will also affect the budget as more people will need to be employed to honour the original dates. The Iron Triangle is very ridged, and it is impossible to change anything without affecting another. The idea is to balance Time, Scope and Cost for a successful project.
[bookmark: _Toc36333737]The Iron Triangle.
[image: Image result for what is the iron triangle in project management]
[bookmark: _GoBack]Figure 4 source: (Gellert, 2016). 
The Iron Triangle shows the three-dimension of constraints, for a project to be successful, it must meet all above (for a broader analysis, please refer to appendix 2).


[bookmark: _Toc36333738]Project Estimation Techniques and Tools.
[bookmark: _Toc36333739]The Delphi Method.
The Delphi method is an estimating technique; it is a tool commonly used for estimating the cost of the project or work. The Delphi method is used to gather consensus from a group of people on opinions faced with difficult decisions. The main philosophies of the approach are that many minds are greater than few when applying this method on decision making. Delphi method is for facilitating structured group communication in order to gather a consensus of expert opinions in the face of complex problems. For example, on projects estimation, a group of employees or experts offer a numeric answer to a series of questions, like what is the estimation cost or time for the kitchen work, and the figures are divided by the number of participants. The formed group leads to more precise estimates, an excellent tool for estimating stories in a project (Grime and Wright, 2016). For an example of measuring complexity and the size of the job, please (refer to appendix 3).
[bookmark: _Toc36333740]Tracking the project.
[bookmark: _Toc36333741]Gantt chart.
Gantt chart is a tool for supporting project managers in planning and forecasting project. It is beneficial for project managers to display a complex project in a simplified visual display of the tasks. The tasks are arranged in a horizontal bar simple easy to understand displaying the tasks the description of the job, start date, end date and dependencies (Roberts, 2011).
[bookmark: _Toc36333742]Gantt Chart from Vintners Antique.
[image: ]
Figure 5: Own Construct.
Above Gantt Chart is an example used for Vintner’s Antique project. Gantt Chart also displays the task leader, the duration of a job, percentage completed, days assigned to the task, working days, days left, and days spent on the job. It is a useful tool for project managers and stakeholders to keep track of multiple projects, teams, and when scope changes (Mubarak, 2010). 
[bookmark: _Toc36333743]Some Benefits of using the Gantt Chart.
· A colourful, easy graphical display of the project.
· All tasks with start and end date with horizontal bars displaying the progression of the jobs.
· Displays individual project phase, milestone and sequencing.
· Display the relationship between dependencies and activities.
[bookmark: _Toc36333744]Method of Communication Between Stakeholders and Sponsors
Communication is the foundation of successful project management, and effective communication resolves issues that may arise in a project. Updating stakeholders/sponsors is the duty and a must for all project managers and; poor communication may directly impact the project. Effective communication will save time and eradicate difficulties and ultimately finish the project within timeframe and budget. Scheduling dates and meeting on a regular base with the stakeholders and sponsors are an essential part of the project management.
[bookmark: _Toc36333745]Some Methods of Project Communication.
· Stand-ups meeting is an excellent way of doing meeting on and off-sites or in an office environment.
· Gantt Chart is a great way of updating the sharing progress of the project by giving access to the tools.
· Emails an easy way of updating the progress of the project instantly.
· WhatsApp video and audio conversation tool that can be used from anywhere can share videos, photos and small files.
· Skype meetings are a widely used tool for businesses, can include group meeting sharing desktop and files.
· Informal chats usually happen in lunchtimes, can be useful as the most meeting.
· Scheduling a meeting at office, sites or local venues another easy way of giving updates, some cost is attached to this method (Jordev, 2016).
[bookmark: _Toc36333746]Project Risk Management Strategies.
Every project has risk associated with it; avoiding pitfalls is crucial. Having a risk management process in place will help in resolving any issues that may arise. Many project managers try to identify by themselves; the better approach is getting entire to team to recognise and highlight the potential drawbacks, there are many methods/tools to identify risks, Ishikawa, SWOT or just brainstorming with the team. The risks need to be assessed and priced accordingly within the budget; for example, if implementing the above will cost 10 per cent of the project budget, then this should be added onto the project (Heagney, 2012). The objective of a risk management process is to have some sort of control and a plan if the worst were to happen. For a complete risk assessment process example, please refer to (Appendix 4).
[bookmark: _Toc36333747]Risk Matrix.
[image: ]
Figure 6 source: (Heagney,2012, p. 65)
[bookmark: _Toc36333748]Assignment Reflection.
Throughout this course, I participated in many practical activities and some reflective written assignments. January of this year, we did group activity building parts of homes using Lego bricks (Ovia and Ranson, 2020). We also partook in a group project and presentation intended to give us some insight into project management and learning to use Skype.  Our work also involved in learning to use essential tools like Gantt Charts and Microsoft Planner. We watched an excellent video on a Delphi approach to estimating on projects. Though I had some practical understanding of projects, I must be realistic. I did not have much experience in these tools and techniques mentioned in the report.
Having reflected on the experience, I can say that it has had a profound change. The Lego project has shown that teamwork and planned coordination is essential in projects. Managing a project using tools Microsoft Planner and Gantt Chart has broadened my knowledge and approach to projects; also learned, Delphi estimating tools and managing risk in a more structured way. In terms of having a greater understanding of projects management, as mentioned above, after doing the assignment and presentation, it has had a positive impact on the way of analytical and systematic thinking.
[bookmark: _Toc36333749]For Further Self-Development and Recommendation.
· What can be learnt from the mistakes in the project.
· Doing a personal SWOT will indicate weak areas for self-development (see appendix 5).
· Recommended books for reading, Effective Project Management-Robert K Wysocki, A Guide to the Project Management Body of Knowledge, Fundamentals of Project Management-Joseph Heagney.
· Prince2/Agile project management course.
[bookmark: _Toc36333750]Conclusion.
To summarise, a project is a temporary task or endeavour, where a sponsor and steering are necessary to accomplish an organisation planned outcome. Many tools are essential to a project manager to achieve a project; The Iron Triangle, Microsoft Planner, Gantt Chart as defined in this report. Other tools and techniques mentioned above, like The-Delphi estimating techniques, communicating tools like Skype, WhatsApp and Stand-ups are indispensable tools for commination with stakeholder and sponsors and of course risk management
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[bookmark: _Toc36333753]Appendix 1. The Chevron example of user stories for Vintners Antiques.
	The problem statement: Vintners Antiques wishes to move the current business to a new location that needs extensive renovation work that is currently just a warehouse.

	Must

	Want
	Nice

	
· A kitchen area with cupboards and sink for cooking breakfast and lunch.
· CCTV camera’s for security.
· Driveaway for loading and unloading.
· Toilets and sink are needed on site for health safety requirements.



	
· Staff parking area
· Would like to have a staff room.
· Possibly a cleaner.
	
· Nice to have a faith-room.
· Like to have a pool room for breaktime.
· Only could have a shower room as the antiques can be very dirty and dusty.
· A private changing room would be nice.
· A coffee machine will be great.
· Reclining armchair in the office would be nice.
· Company mobile phones would be nice.

	Mission statement: The goal is to complete the renovation work using must and any other that can be included from the above want and nice.





[bookmark: _Toc36333754]Appendix 2. The Iron Triangle an Example of Vintner’s Antiques.
	Scope/Quality

	Schedule/Time
	Cost

	
The scope is what the project consists of, the size of the work involved, and this is the quality of work and deliverables. For example, the work involved in the renovation of Vintners project included, creating office are, building a staff toilet and creating a reception area for customers.
	
Schedule or time is when the project commences, and the deliverable will be achieved, the intended end date of the project. 

	
Project cost/resources are an essential part of the success of a project. Most of the estimate is based on the scope which originates from the user story. While the Delphi approach is reasonably accurate, it is also vital that the complexity and size of each job are estimated accurately. For example, completing the electrical work would involve, estimating hours, labour, material and equipment.



[bookmark: _Toc36333755]Appendix 3. Estimating Process of Complexity and Size of the Job.
	
	Complexity
	Low
	Medium
	High

	Size
	
	
	
	

	Small
	1
	3
	5

	Medium
	4
	8
	11

	Large
	7
	12
	19





[bookmark: _Toc36333756]Appendix 4. Risk Management Process Example.
	
· Risk Identification: make a list of threat, get the whole team involved in contributing to creating the list of things that can go wrong on the project, for example, fire, weather disruption or accidents shortage of materials.
· Risk Estimation: how will it affect the project if there was a risk, for example, will it put up the cost. Using a risk scale will show a pattern like (high/medium/low- see figure 6) or numbering each risk will help to identify risk and show patterns.
· Risk Prioritisation: what are the risks, how significant is it, how soon should the risk be mitigated. Ranking each risk will help deal with them sooner.
· Risk Management Plan: what policy is being taken against the risk found on the project, for example, if a fire broke out will there be a fire extinguisher on site.
· Planning and Resourcing: a risk strategy should be included in the plan on how risks will be handled.
· Making the stakeholders aware of the risk. 
· Taking insurance out a safeguard against some of the risks like accidents.
· Having a countermeasure against a shortage of materials and labourers.
· Have trained first aider and first aid box on sites. 
· Monitoring Risks: risks need to be monitored and assessed the duration of the project in case of needing alteration (Heagney, 2012). 











[bookmark: _Toc36333757]Appendix 5. Personal SWOT to Determine Strength, Weakness, Opportunity and Threat.
	Strength.
· Have a good experience in project management.
· Ability to adapt quickly to different job requirement.
· Have a very good communication skill.
· Have good leadership skills.
· Have the ability to pick up a new skills quickly.
	Weakness.
· Need to have a better understanding of the functions of tools and methods mentioned in the report more.
· Need further development for a larger project.
· Need further training to develop my skills practically.
· Need to finish my current leadership and skills for workplace degree first.


	Opportunity.
· Prince2/Agile project management course.
· Lots of online courses for further training.

	Threat.
· Personal responsibility and finance may affect my objective.
· With the current social, political and economic climate not sure if there will be any demand for project manager.





Sponsor
Miss Sandra


Steering group.
The Specialist Mr Anderson.


Steering group. 
Project Financier Mr Bull.


Steering group. 
User Miss Justine.


Project Manager
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