

[bookmark: _Hlk204704616]Applied Leadership and Management in the Workplace
Module Assignment Submission 

	Student Name:
	Janine Davies

	Student Number:
	2408610

	Module No:
	BMSK5014

	Module Title:
	Managing Projects 



Statement of Confirmation of Authenticity
By the act of making this submission, the student declares that this is the work of the student named above. The work has not, in whole or in part, been knowingly presented elsewhere for assessment, or where assessment has been built on a previous assessment, this has been identified. Where materials have been used from other sources it has been properly acknowledged. If this statement is untrue, the student acknowledges that an assessment offence has been committed.
[bookmark: _3o7alnk][bookmark: _ihv636][bookmark: _Toc204703846][bookmark: _Toc204709974][bookmark: _Hlk204704679]Attention is drawn to the plagiarism and unfair practice policies of both the University and of ILM.

Table of Contents
Contents
1. Introduction	4
Section 2: Project Management Tools and Techniques.	5
2.1 Waterfall Approach	5
Section 2.2: Iterative Approach.	5
2.3 Comparison of Waterfall and Iterative Approaches	6
Section 3.0: Project Stages.	6
Section 3.1: PRINCE2.	6
Section 3.2: Managing Successful Programmes (MSP).	7
Section 3.3: Project Management Lifecycle and Five Phases.	7
Section 4.0: Initiation.	7
Section 4.1: Business Case.	7
Section 4.2: Project Objectives.	8
Section 4.3: Risk Management.	8
Section 4.3.1: SWOT Analysis.	9
Section 4.3.2: PESTLE Analysis.	10
Section 4.3.3: Risk Matrix.	11
Section 4.4: Project Scope.	11
Section 4.5: Stakeholder Identification.	12
Section 4.6: Project Constraints and the Six Dimensions of Project Management.	13
Section 4.7: Cost Benefit Analysis	14
Section 5.0: Planning	14
Section 5.1: Work Breakdown Structure	15
Section 5.2: Critical Path Analysis.	16
Section 5.3: Gantt Chart.	16
Section 5.4: Stakeholder Analysis and Communication Plan.	17
Section 5.5: Communication Plan.	18
Section 6.0: Execution.	19
Section 6.1: Team Roles and Responsibilities.	19
Section 6.2: RACI Matrix.	20
Section 7.0: Control.	21
Section 7.1: The Iron Triangle and Scope Creep.	21
Section 8.0: Project Closure.	22
Section 8.1: Reflection on Planning, Organising and Managing the Project.	22
Section 8.2: Characteristics of an Effective Project Manager.	22
Section 8.3: Personal Development Plan.	23
References	25
Appendices	27






















[bookmark: _Toc238927921]1. Introduction
Effective project management involves the planning, organisation and control of resources and activities to achieve defined objectives within agreed time, cost and scope constraints. This assignment studies the principles and practices of project management through the planning and management of the Lil Puddings Christmas Craft Fair, a proposed event involving multiple stakeholders, activities, resources and potential risks.
The assignment examines different project management methodologies and frameworks, including Waterfall, the Iterative Approach, PRINCE2 and MSP, and evaluates their relevance to the project. 
Key areas including the business case, project objectives, scope, risk management, stakeholder management, cost and resource planning, communication, scheduling and project control are also explored. Project management tools including SWOT and PESTLE analysis, a risk matrix, Work Breakdown Structure, Critical Path Analysis, Gantt chart, stakeholder analysis and the RACI Matrix are used to support the planning process.
Visual diagrams have been included throughout the assignment to present project information clearly and support the analysis. Canva was used to assist with the design and presentation of these diagrams. Finally, the assignment reflects on the skills required to be an effective project manager, evaluates my own performance and learning from the project, and uses a Personal Development Plan to identify areas for continued professional development.













[bookmark: _Toc238927922]Section 2: Project Management Tools and Techniques.
[bookmark: _Toc238927923]2.1 Waterfall Approach
The Waterfall approach is a project management technique where activities are completed in sequence with each stage generally completed before the next begins. It is most suitable for projects where objectives, requirements and deadlines can be established from the outset (Klein, 2026).
Waterfall is a suitable technique for the Lil Puddings Christmas Craft Fair because the project has a fixed event date and activities need to follow a logical sequence. For example, the venue must be secured before stallholders can be confirmed and marketing can be finalised. Its structured approach supports clear deadlines, budgeting and monitoring. However, Waterfall can be less flexible when unexpected changes occur, such as stallholder cancellations or changes to event requirements. Therefore, whilst its structured nature makes it suitable for the craft fair, some flexibility will be required throughout the process.

[bookmark: _Toc238927924]Section 2.2: Iterative Approach.
The Iterative approach involves developing a project through repeated cycles, allowing plans to be reviewed and improved as the project progresses. Unlike Waterfall, it provides greater flexibility because feedback and changing requirements can be incorporated throughout the project (Atlassian, 2026). 
For the Lil Puddings Christmas Craft Fair, an Iterative approach could allow elements such as marketing, stallholder arrangements and the event layout to be reviewed and adjusted in response to feedback or changing circumstances. This flexibility is beneficial for event planning, where unexpected changes can occur. However, repeated revisions may increase the time and resources required and could make it more difficult to maintain clear deadlines. Therefore, although Iterative methods offer flexibility, they may be unsuitable for an event with a fixed completion date.











[bookmark: _Toc238927925]2.3 Comparison of Waterfall and Iterative Approaches
Waterfall and Iterative approaches differ mainly in their structure and flexibility. Waterfall follows a sequential process with clear stages and deadlines, whereas the Iterative approach allows plans to be reviewed and revised throughout the project. This makes the Iterative approach more responsive to change; however, repeated adjustments can make project timescales, costs and scope more difficult to control.
Although the flexibility associated with an Iterative approach can be beneficial, it can be argued that Waterfall is more appropriate for smaller projects where requirements are clearly defined. Talreja, (2023) suggests that Iterative methods may create unnecessary management demands for small or straightforward projects and can make timelines and budgets less predictable. Furthermore, the flexibility to introduce changes throughout repeated cycles can increase the risk of scope creep if changes are not effectively controlled. This argument is particularly relevant to the Lil Puddings Christmas Craft Fair because the project has a fixed event date, defined budget and clear outcome. Unlike projects where the final requirements continue to evolve, the craft fair cannot extend through additional iterations if objectives have not been achieved by the planned event date. Therefore, Waterfall could provide greater control by establishing activities, deadlines and responsibilities in advance.
However, relying entirely on Waterfall could limit the project's ability to respond to unexpected circumstances, such as stallholder cancellations, changes to the venue layout or feedback from stakeholders. Consequently, while it can be argued that Waterfall is the more appropriate overall approach for the Lil Puddings Christmas Craft Fair, incorporating selected Iterative principles would provide the flexibility required to respond to change without compromising the fixed project deadline.

[bookmark: _Toc238927926]Section 3.0: Project Stages.
Project management frameworks provide structure and guidance to support the effective delivery of projects. Approaches such as PRINCE2 and Managing Successful Programmes (MSP) provide different methods of organising and controlling projects and programmes. In addition, the five phases of project management provide a structured process through initiation, planning, execution, monitoring and controlling, and closure. These approaches will be considered in relation to the Lil Puddings Christmas Craft Fair to determine their relevance and suitability.

[bookmark: _Toc238927927]Section 3.1: PRINCE2.
PRINCE2 (Projects IN Controlled Environments) is a structured project management method that focuses on clear roles, defined stages, continued business reasoning and effective control throughout a project. For Lil Puddings Christmas Craft Fair, PRINCE2 provides structure by establishing responsibilities, monitoring progress and ensuring the event remains aligned with its objectives and business case (The Knowledge Academy, 2024). Its stage based approach would also allow progress, costs and risks to be reviewed at key stages. However, applying the full PRINCE2 method could create unnecessary administration for a relatively small event. Therefore, selected PRINCE2 principles, such as clear responsibilities, managing by stages and continued business reasoning, would be more appropriate.
[bookmark: _Toc238927928]Section 3.2: Managing Successful Programmes (MSP).
Managing Successful Programmes (MSP) is a framework designed to coordinate multiple related projects to achieve wider organisational objectives and benefits. MSP focuses on areas such as leadership, governance, stakeholder engagement and delivering long term benefits (Mitchell, 2023). Some principles such as stakeholder management and maintaining focus on intended benefits would support the Lil Puddings Christmas Craft Fair. However, MSP is primarily designed for larger programmes containing several related projects. Therefore, applying the complete framework to a single craft fair would be unnecessarily complex, although selected principles could still support effective project management.

[bookmark: _Toc238927929]Section 3.3: Project Management Lifecycle and Five Phases.
The project management lifecycle provides a structured framework for managing a project from the beginning to completion. It consists of five phases, initiation, planning, execution, monitoring and controlling, and closure. Together, these phases help manage objectives, resources, risks and performance throughout a project (GeeksforGeeks, 2021).
For the Lil Puddings Christmas Craft Fair, initiation establishes the business case and objectives, while planning identifies activities, timescales, resources and potential risks. Execution involves delivering the planned activities, while monitoring and controlling measures progress and addresses issues. Closure evaluates the overall success of the event and identifies lessons for future projects. Although these are separate phases, some activities overlap, particularly monitoring and controlling, allowing any issues to be addressed throughout delivery.

[bookmark: _Toc238927930]Section 4.0: Initiation.
Initiation is the first phase of the project lifecycle and establishes the purpose, probability and direction of the project. This phase identifies the business need, intended outcomes, key stakeholders and initial requirements, in addition to a foundation for planning and determining whether the project is viable before significant resources are committed (Sison, 2026).

[bookmark: _Toc238927931]Section 4.1: Business Case.
The business case determines whether a project is worthwhile and justifies the investment of time and resources. The Lil Puddings Christmas Craft Fair aims to generate income, increase brand awareness and provide an opportunity for local independent businesses to showcase their products (Contributors to Wikimedia projects, 2005).
Approximately 75 stallholder spaces at £80 each would generate £6,000. With the venue hire costing approximately £4,000, the remaining £2,000 would be allocated for costs such as marketing, staffing and entertainment. Therefore, the project's financial success will depend on securing sufficient stallholders and effectively controlling additional expenditure.

[bookmark: _Toc238927932]Section 4.2: Project Objectives.
Clear objectives provide direction and allow the success of a project to be measured. The objectives for the Lil Puddings Christmas Craft Fair will follow the SMART principle, ensuring they are specific, measurable, achievable, relevant and within timescales. Project objectives clearly outline the project’s primary purpose, helping you stay focused (Usmani, 2025).
The key objectives are to secure approximately 75 stallholders, generate at least £6,000 in stallholder income and successfully deliver the event on the planned date within the agreed budget. Additional objectives include increasing awareness of Lil Puddings, promoting our brand, supporting local independent businesses and achieving positive feedback from stallholders and the general public. 

[bookmark: _Toc238927933]Section 4.3: Risk Management.
Risk management involves identifying, assessing and responding to potential issues that could affect the successful delivery of the Lil Puddings Christmas Craft Fair. Risks will be identified using SWOT and PESTLE analysis, followed by a risk matrix to assess their likelihood and impact. This will allow higher priority risks to be identified, and appropriate mitigation measures developed during project planning.

















[bookmark: _Toc238927934]Section 4.3.1: SWOT Analysis.
I developed a SWOT analysis to be able to clearly identify my strengths and weaknesses to aid me within the process and to prepare me for any potential risks that were identified within the threats section. Below is the table to show my findings.
	Strengths
	Weaknesses

	Established Lil Puddings brand and customer base
	Limited experience managing an event of this scale

	Existing social media presence for promotion
	High initial venue cost of approximately £4,000

	Potential income from 75 stallholders
	Financial reliance on securing enough stallholders

	Existing relationships with local customers and businesses
	Significant time required alongside normal business operations

	Clear concept and fixed event date
	Limited resources and staffing



	Opportunities
	Threats

	Increase awareness of Lil Puddings
	Stallholder cancellations

	Build relationships with local businesses
	Low visitor attendance

	Generate additional revenue
	Increasing supplier and operational costs

	Potential to develop into an annual event
	Competing Christmas events in the local area

	Social media marketing can increase event reach
	 Severe weather or unexpected disruption



The SWOT framework is considered by many to be one of the most useful tools available for strategic planning and business analysis (Peterdy, 2022). The SWOT analysis identifies several factors that could influence the success of the Christmas Craft Fair. Existing brand awareness and customer relationships provide a strong foundation for promotion, while the event also presents opportunities for increased revenue and future growth. However, the high venue cost and reliance on stallholder participation creates a potential for financial risk. External threats, including competing events, poor attendance and unexpected disruption, must therefore be considered during planning. The findings from the SWOT analysis will inform the risk matrix and development of appropriate mitigation measures.




[bookmark: _Toc238927935]Section 4.3.2: PESTLE Analysis.
I carried out a PESTLE analysis as this is a useful tool to help me as a business owner to recognise the potential changes that may occur within the political, economic, social, environmental, legal and technological areas. It’s an analytical tool that helps businesses understand external factors (Shaw, 2021).
[image: ]

The PESTLE analysis identifies external factors that may create both opportunities and risks for the Christmas Craft Fair. Social and technological factors provide opportunities to increase awareness and attendance through local support and digital promotion. However, economic pressures may reduce customer spending, while legal requirements and environmental factors could affect event delivery. As these factors are largely outside the project manager's direct control, identifying them during initiation allows contingency measures to be incorporated into the project plan.






[bookmark: _Toc238927936]Section 4.3.3: Risk Matrix.
A risk matrix provides a structured method for identifying and assessing potential risks within a project. By considering the likelihood and potential impact of each risk, appropriate actions can be planned to reduce uncertainty and support effective decision making (STUDY GUIDE, 2025).

[image: ]
The risk matrix identifies insufficient stallholder bookings and low visitor attendance as the highest priority risks due to their potential financial impact. Appropriate mitigation measures, including early marketing, regular monitoring of bookings and contingency planning, will be implemented. The matrix will be reviewed throughout the project to ensure emerging or changing risks are effectively managed.

[bookmark: _Toc238927937]Section 4.4: Project Scope.
Project scope defines the boundaries of a project by identifying what is included and excluded. The scope of the Lil Puddings Christmas Craft Fair includes securing the venue, recruiting stallholders, marketing, arranging entertainment, planning the venue layout, managing health and safety, coordinating staffing and delivering the event.
Establishing clear boundaries will help control time, costs and resources while reducing the risk of scope creep (Low, 2023). Scope creep occurs when additional tasks or requirements are added to a project after the original scope has been agreed, without appropriate adjustments to the budget, timescale or resources.  This could include adding extra entertainment, increasing marketing activities or introducing additional facilities that were not included in the original plan. If these changes are not effectively controlled, they could increase costs, create delays and place additional pressure on available resources.
[bookmark: _Toc238927938]Section 4.5: Stakeholder Identification.
Stakeholder identification involves recognising the individuals and groups who have an interest in, influence over, or may be affected by a project. Stakeholders can include employees, customers, suppliers, regulators and members of the local community, with each having different levels of interest and influence over the project (Athuraliya & Creately, 2024). I have devised a table below to identify internal and external stakeholders.
[image: ]
Identifying internal and external stakeholders ensures that their different interests, requirements and potential influence are considered throughout the planning and delivery of the project.
	









[bookmark: _Toc238927939] Section 4.6: Project Constraints and the Six Dimensions of Project Management.
The six dimensions of project management are time, cost, scope, quality, risk and resources. These dimensions are linked as a change in one area may affect others (J.R. Johnivan, 2024). For example, increasing the scope of the Christmas Craft Fair could increase costs, resource requirements and the time needed to complete activities. As the event has a fixed delivery date and budget, balancing these factors will be important in maintaining project viability and achieving the required quality.
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[bookmark: _Toc238927940]Section 4.7: Cost Benefit Analysis
A cost benefit analysis compares the anticipated costs of a project against its expected financial and non-financial benefits to determine whether it is worthwhile (Hayes, 2006). Based on estimated costs of £5,400 and potential stallholder income of £6,000, the Christmas Craft Fair could generate an estimated revenue of £600. The project could benefit Lil Puddings by increasing brand awareness, attracting new customers and developing relationships with local businesses, potentially creating future sales and collaboration opportunities beyond the event itself.
Although the financial return is relatively low, the additional benefits for Lil Puddings would be increased brand awareness, stronger relationships with local businesses and the potential to establish a successful annual event. However, the project remains dependent on achieving sufficient stallholder bookings and controlling expenditure.

[image: ]




[bookmark: _Toc238927941]Section 5.0: Planning
The planning phase establishes how the project will be delivered by identifying the activities, resources, timescales and responsibilities required to achieve the project objectives. Effective planning is a vital part the Lil Puddings Christmas Craft Fair because the event has a fixed completion date and several activities depend on others being completed first. Planning tools will therefore be used to organise activities, allocate resources, manage needs and monitor progress towards successful event delivery.

[bookmark: _Toc238927942]Section 5.1: Work Breakdown Structure
Before developing the project schedule, the activities and outputs required for the Lil Puddings Christmas Craft Fair must be clearly identified. A Work Breakdown Structure (WBS) divides the project into smaller, manageable tasks, while the Product Breakdown Structure (PBS) identifies the key outputs required for successful completion of the project (Raeburn, 2026). This helps ensure that all necessary activities are identified and organised effectively.
[image: ]

The Work and Product Breakdown Structure help divide the Christmas Craft Fair into manageable areas and identifies the key activities required for successful delivery. This provides a clear foundation for scheduling, allocating responsibilities and developing the Gantt chart.


[bookmark: _Toc238927943]Section 5.2: Critical Path Analysis.
Critical Path Analysis (CPA) is a project planning technique used to identify the longest sequence of dependent activities that must be completed on time to prevent delays to the overall project. Activities on the critical path have little or no flexibility, meaning that a delay to one of these activities could affect the final event date (Kenton, 2011). CPA will be used for the Lil Puddings Christmas Craft Fair to identify priority activities, dependencies and areas where contingency planning may be required.

[bookmark: _Toc238927944]Section 5.3: Gantt Chart.
A Gantt chart provides a visual schedule of project activities, showing their duration, sequence and where activities overlap (GeeksforGeeks, 2024). For the Lil Puddings Christmas Craft Fair, the Gantt chart will support time management and help monitor whether key activities are progressing according to schedule.
[image: ]
The Gantt chart provides a clear schedule for the Christmas Craft Fair, showing the duration and overlap of key activities. It supports effective monitoring by identifying deadlines and helping ensure that all activities are completed before the fixed event date of 6 December.



[bookmark: _Toc238927945]Section 5.4: Stakeholder Analysis and Communication Plan.
Stakeholder analysis assesses the level of influence and interest different stakeholders have in a project. For the Lil Puddings Christmas Craft Fair, a Power/Interest Matrix will be used to prioritise stakeholders and determine the level of engagement required. Stakeholders with high power and high interest require closer management, while those with lower influence may require less frequent communication (Anderson, 2023)

[image: ]
The stakeholder analysis demonstrates that different stakeholders require different levels of engagement depending on their power and interest. Prioritising stakeholders appropriately will support effective decision making, communication and successful delivery of the Christmas Craft Fair.

[bookmark: _Toc238927946]Section 5.5: Communication Plan.
Effective communication ensures that stakeholders receive relevant information at the appropriate time throughout the project. The communication plan below outlines how key stakeholders will be informed and engaged during the planning and delivery of the Lil Puddings Christmas Craft Fair.
		Stakeholder
	Information Required
	Method
	Frequency
	Responsibility

	Venue Management
	Bookings, layout, timings, safety requirements
	Email / meetings
	Monthly, then weekly before event
	Project Manager

	Stallholders
	Booking, payment, set up times, stall allocation
	Email / social media group
	Monthly, increasing before event
	Project Manager

	Staff & Volunteers
	Roles, rotas, set up and responsibilities
	WhatsApp / meetings
	As required, then weekly
	Project Manager

	Suppliers
	Orders, delivery requirements and deadlines
	Email / telephone
	At booking and before delivery
	Project Manager

	Entertainers
	Performance times and technical requirements
	Email / telephone
	At booking and final confirmation
	Project Manager

	Local Authority
	Licensing and regulatory information
	Email
	As required
	Project Manager

	Sponsors / Partners
	Progress, promotion and event information
	Email / meetings
	Monthly
	Project Manager

	Customers / Visitors
	Date, time, location and event information
	Social media / advertising
	Regularly before event
	Marketing

	Local Community
	Event awareness and updates
	Social media / local advertising
	During promotional campaign
	Marketing




	



The communication plan ensures that information is tailored to stakeholder needs and delivered through appropriate channels. Communication frequency will increase as the event approaches, reducing the risk of misunderstandings and supporting effective coordination.



[bookmark: _Toc238927947]Section 6.0: Execution.
The execution phase of project management is where the planned activities are put into action, and the project team begins completing the required work. During this stage, challenges may become more apparent, making effective coordination and resource management important to ensure activities remain aligned with the project objectives. The execution phase involves implementing the project plan and coordinating the activities required to deliver the intended outcomes (Sison, 2026). For the Lil Puddings Christmas Craft Fair, this includes confirming stallholders, implementing the marketing campaign, coordinating suppliers and entertainment, preparing staff and volunteers, finalising the venue layout and ensuring health and safety arrangements are in place.
Effective communication and coordination are particularly important during execution because several activities are being delivered simultaneously. Progress will therefore be monitored against the project plan and Gantt chart, allowing issues or delays to be identified and addressed before they affect the event.

[bookmark: _Toc238927948]Section 6.1: Team Roles and Responsibilities.
I have devised a table to clearly outline the key responsibilities and who is responsible for each role, this is crucial to avoid any misunderstanding of allocated responsibilities and tasks.
		Team Role
	Key Responsibilities

	Project Manager / Event Organiser
	Oversees the project, budget, schedule, stakeholders and overall event delivery.

	Marketing Lead
	Manages social media, advertising and promotional activity.

	Stallholder Coordinator
	Manages bookings, payments, stall allocation and communication with stallholders.

	Venue Coordinator
	Liaises with the venue regarding layout, access, facilities and event requirements.

	Health & Safety Lead
	Oversees risk assessments, emergency procedures and health and safety compliance.

	Staff / Volunteer Coordinator
	Organises staffing, rotas, roles and event briefings.

	Event Staff / Volunteers
	Support venue set up, visitors, stallholders and event operations.

	Supplier / Entertainment Coordinator
	Confirms suppliers, entertainment, timings and requirements.





Clearly defining team roles and responsibilities reduces duplication and confusion during execution and ensures accountability for key activities. These responsibilities will be further clarified through the RACI Matrix.
[bookmark: _Toc238927949]Section 6.2: RACI Matrix.
A RACI Matrix clarifies roles and responsibilities by identifying who is Responsible, Accountable, Consulted and Informed for each project activity (Sison, 2026). For the Lil Puddings Christmas Craft Fair, this will help prevent confusion, improve accountability and ensure that key activities have clear ownership during project execution.

[image: ]
The RACI Matrix provides clear accountability for each project activity and reduces the risk of duplicated or missed responsibilities. This supports effective coordination and ensures that team members understand their roles throughout the execution of the Christmas Craft Fair.







[bookmark: _Toc238927950]Section 7.0: Control.
The control phase involves monitoring project performance and taking corrective action where progress differs from the agreed original plan. For the Lil Puddings Christmas Craft Fair, control will focus on ensuring that all activities remain on schedule, expenditure remains within budget and the agreed project scope is maintained. The Iron Triangle provides a useful framework for monitoring these organised constraints.

[bookmark: _Toc238927951]Section 7.1: The Iron Triangle and Scope Creep.
The Iron Triangle demonstrates the relationship between three key project constraints, time, cost and scope, with changes to one constraint potentially affecting the others and overall quality (Contributors to Wikimedia projects, 2008). For the Lil Puddings Christmas Craft Fair, time is restricted by the fixed event date of 6 December, costs must remain within the agreed budget, and the project must deliver the agreed scope.
Effective control is also required to prevent scope creep, which occurs when additional requirements or activities are introduced beyond the original agreed scope. For example, adding further entertainment, decorations or facilities could increase costs and place additional pressure on the project schedule. Any proposed changes should therefore be assessed against their impact on time, cost and quality before being approved.

[image: ]
The Iron Triangle demonstrates the importance of balancing time, cost and scope throughout project delivery. Effective control of these constraints, alongside managing scope creep, will help maintain quality and ensure the Christmas Craft Fair is delivered successfully within the agreed budget and timescale
[bookmark: _Toc238927952]Section 8.0: Project Closure.
Project closure is the final stage of the project lifecycle and confirms that all planned activities and requirements have been completed. For the Lil Puddings Christmas Craft Fair, closure will involve reviewing project objectives, expenditure, stakeholder feedback and overall event performance. Any outstanding activities will be completed, and project documentation finalised before the project is formally closed.
Formal sign off will confirm that the agreed project requirements have been achieved and that the project is complete. This provides a clear end point and confirms that the project has been reviewed and accepted as successfully delivered. Lessons identified during the project will also be recorded to support improvements to future events.

[bookmark: _Toc238927953]Section 8.1: Reflection on Planning, Organising and Managing the Project.
Reflecting on the planning, organisation and management of the Lil Puddings Christmas Craft Fair has demonstrated the importance of structured project management. I found that breaking the project into smaller activities through the Work Breakdown Structure made a complex event appear more manageable, while the Gantt chart and Critical Path Analysis helped identify priorities, deadlines and dependencies.
The project also highlighted the importance of early risk identification, clear communication and defined responsibilities. Developing the risk matrix and RACI Matrix demonstrated how potential problems can be anticipated and how accountability can reduce confusion during delivery. One area I would improve in future would be contingency planning, particularly for stallholder cancellations, unexpected costs and delays. Overall, the process has improved my understanding of how planning, organising and continuous monitoring contribute to successful project delivery.

[bookmark: _Toc238927954]Section 8.2: Characteristics of an Effective Project Manager.
An effective project manager requires a combination of leadership, communication, organisation and problem solving skills to coordinate people and resources towards agreed objectives. Strong time management and decision making are also important because project managers must prioritise activities, respond to problems and maintain progress against deadlines.
Adaptability is particularly important because unexpected changes can affect project scope, cost and timescales. A good project manager should also demonstrate effective risk management, delegation and stakeholder management while remaining accountable for overall project performance. These skills contribute to effective team coordination, informed decision making and the successful delivery of project objectives.




[bookmark: _Toc238927955]Section 8.3: Personal Development Plan.
To reflect on my performance throughout the project, I developed a Personal Development Plan (PDP) to identify my strengths and areas for improvement. The project highlighted strengths in communication, organisation, leadership, problem solving and adaptability, while also identifying areas for further development, particularly delegation, risk management and contingency planning. Reflecting on these areas has helped me recognise what I have learned from managing the project and how these skills can be developed to improve my effectiveness when managing future projects.
		Skill
	Self Evaluation
	Evidence from the Project
	Development Needed

	Communication
	Strong
	Communicating with stallholders, venue staff, suppliers and the project team.
	Develop more structured communication methods for larger projects.

	Organisation
	Strong
	Coordinating multiple activities, deadlines and stakeholders.
	Make greater use of formal project management tools from the beginning.

	Leadership
	Strong
	Taking responsibility for decisions and directing project activities.
	Develop delegation skills and avoid taking responsibility for too many tasks personally.

	Time Management
	Good
	Working towards a fixed event date and prioritising key activities.
	Build additional contingency time into future project schedules.

	Problem Solving
	Strong
	Identifying potential risks and developing appropriate mitigation actions.
	Develop more formal approaches to evaluating alternative solutions.

	Risk Management
	Developing
	SWOT, PESTLE and the risk matrix helped identify potential project risks.
	Review risks more frequently throughout future projects.

	Delegation
	Developing
	Responsibilities were allocated using the RACI Matrix.
	Increase confidence in delegating responsibility and monitoring outcomes.

	Adaptability
	Strong
	Planning for changes such as cancellations, costs and stakeholder requirements.
	Develop more detailed contingency plans before project execution.






Overall, the Personal Development Plan has allowed me to reflect on my performance and recognise both my strengths and areas for improvement. The project demonstrated that I have strong communication, organisation and leadership skills, while highlighting the need to further develop my delegation, risk management and contingency planning. Applying these lessons and making greater use of formal project management tools will help me approach future projects with greater confidence, efficiency and control.
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Project manager / event organiser
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Dimension Application to Lil Puddings Christmas Craft Fair
Time The event has a fixed date, so all activities must be completed within agreed deadlines.
Cost Venue hire and additional event costs must be controlled to maintain financial viability.

The agreed event requirements must be controlled to prevent scope creep and unnecessary

Scope
P expenditure.
Qualit The event should provide a safe, organised and positive experience for stallholders and
v visitors.
Risk Potential issues such as low attendance, cancellations and overspending must be identified

and managed.

Resources Appropriate staff, suppliers, equipment and facilities must be available when required.
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Estimated Costs Amount
Venue hire £4,000
Marketing and advertising £300
Entertainment £400
Decorations/signage £150
Staffing/other operational costs £300
Contingency £250
Total Estimated Costs £5,400
Estimated Benefits / Income Amount
75 stallholder spaces x £80  £6,000
Total Estimated Income £6,000

Estimated Financial Benefit £600
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Lil Puddings Christmas Craft Fair
Project Deliverables

Management

3. Stallholders

4. Marketing &
Promotion

5. Staffing &

6. Entertainment
Volunteers

7. Event
Operations

8. Health &
Safety

9. Evaluation

B

1.1 Define objectives
and scope |

1.2 Create project
plan

1.3 Set budget

{
\'

1.4 Monitor progress

1.5 Evaluste project | o

2.1 Book venue

2.2 Confirm date
and times

2.3 Arrange layout
and stands

2.4 Confirm facilities
and equipment

2.5 Venue inspection

| [,

3.1 Create booking
form and terms

3.2 Promote
stallholder
bookings

3.3 Manage
enquiries

3.4 Confirm
stallholder
payments

5 Allocate
stall spaces

3.6 Send
information pack

4.1 Design promotional
materials

4.2 Social media
promotion

4.3 Local press and
community listings

4.4 Distribute
posters/flyers

4.5 Email marketing

I [

[

[ [

5.1 Identify staffing | | 6.1 Book
requirements J entertainers
| [
5.2 Recruit volunteers/| | 6.2 Confirm
staff performance times

7.1 Set up (venue,
stands, signage)

81 Rk assessment | | 9.1 Collect
| feedback

7.2 Manage event
on the day

7.3 Visitor information/
assistance

5.3 Allocate roles and | | 6.3 Technical
responsibilities ‘L requirements.

5.4 Provide briefing | 6.4 Promote
and training entertainment

5.5 Create rotas/
schedules

support

clear up

7.4 Stallholder

7.5 Pack down and

8.2 First aid
arrangements

9.2 Review income
and expenditure

8.3 Emergency
procedures

9.3 Identify
improvements

8.4 Fire safety
checks

9.4 Report results

8.5 Insurance

Key: [l Project Deliverable (Overal)

[ ] People

| Management & Planning

[ Entertainment [ | Operations

[) Venue [ | stallholders [
[ Health & safety [ evaluation

Marketing





image7.png
;%’; Lil Puddings Christmas Craft Fair - Gantt Chart ;‘;%g:

Project schedule: August - 6 December
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FINAL MILESTONE: Lil Puddings Christmas Craft Fair takes place on Saturday 6 December.
All critical path activities must be completed on schedule to ensure a successful event.
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Stakeholder Analysis - Power / Interest Matrix
Lil Puddings Christmas Craft Fair

This matrix identifies stakeholders based on their level of power (influence) and interest in the success of the craft fair.

HIGH

KEEP SATISFIED
(High Power / Low Interest)

These stakeholders have high influence
over the project but may not be
highly interested in day-to-day details.

MANAGE CLOSELY
(High Power / High Interest)

These stakeholders have high influence
and are highly interested in the success
of the craft fair. They require close

involvement and frequent engagement.

@ Local Authority / Council

® Sponsors / Partners

Keep satisfied through regular updates
and demonstrate project benefits.

POWER / INFLUENCE

LOW

MONITOR

(Low Power / Low Interest)

These stakeholders have limited influence
and lower interest in the project.

e Project Manager (Lil Puddings)
® Venue Management / Liberty Stadium

Manage closely through frequent meetings,
decision making and detailed involvement.

KEEP INFORMED
(Low Power / High Interest)
These stakeholders are very interested

in the project but have low influence
over decisions.

© Customers / Visitors (general public) e Stallholders / Traders
» Local Community / Residents o Staff and Volunteers
e Suppliers
e Entertainers / Performers

Monitor their feedback and keep awareness
through general communication and
publicity.

Keep informed through regular updates
and clear communication.

Low

INTEREST

E

Analysis: Stakeholders in the ‘Manage Closely’ quadrant are critical to the success of the craft fair and

require the most attention. Effective engagement with all stakeholders will help ensure smooth
planning, successful delivery and positive outcomes for future events.
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6.2 RACI Matrix

A RACI Matrix clarifies roles and responsibilities by identifying who is Responsible, Accountable, Consulted
and Informed for each project activity. For the Lil Puddings Christmas Craft Fair, this will help prevent
confusion, improve accountability and ensure that key activities have clear ownership during project execution.
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KEY

The person who s ultimately
accountable for the activity
and approves the work.

C)

The person(s) who provide
input or expertise before
decisions are made.

The person(s) who are kept
up-to-date on progress
or decisions.
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THE IRON TRIANGLE

Balancing Time, Cost and Scope to Deliver a Successful Event
Lil Puddings Christmas Craft Fair - 6 December

Fixed event date:

6 December 2025

+ Tasks must be completed
on schedule

+ Delays may impact set up,
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4.3.2 PESTLE ANALYSIS

External factors that could influence the success of the Lil Puddings Christmas Craft Fair.

@ rourmica @ ceconomic

+ Local authority approvals and « Rising costs (venue, materials,
regulations may affect planning supplies) may increase
and event delivery. overall expenditure.

+ Changes in local policies or + Reduced disposable income
licensing requirements could may affect visitor spending
impact the event. and stallholder participation.

@ =nviRONMENTAL
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attendance and stallholder
travel.

© soca

“===*@ | .« Growing interest in supporting
small businesses and shopping

Ll Puddings
CHRISTMAS
CRAFT FAIR
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locally benefits the event.

« Christmas markets and festive
events are popular, encouraging
community attendance.

+ Waste management and
recycling should be considered.

+ Sustainable practices enhance
the event's reputation.

e LEGAL

@ r=cHnoLocicaL

* Must comply with health & safety ° .. @ « Social media and digital marketing
legislation and carry out risk provide cost-effective ways to
assessments. promote the event.

« Public liability insurance required.

+ Food safety, licensing and data
protection (GDPR) must
be adhered to.

+ Online booking and digital
communications improve
efficiency with stallholders.
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4.3.3 Risk Matrix

Risks are assessed using a 5 x 5 matrix based on Likelihood and Impact.
Risk Score = Likelihood x Impact.
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The risks with the highest scores are Insufficient stallholder bookings and Low visitor attendance (score 15). These pose the greatest threat
to the financial success of the Christmas Craft Fair and therefore require priority attention. Mitigation actions, including early marketing, monitoring
bookings and maintaining a reserve list, will be implemented. The risk matrix will be reviewed regularly throughout the project as risks may change.





