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A project is a set of tasks to be completed within a certain time frame, including start and finish times; this will also include limitations and a timeframe (BusinessDictionary.com, 2019). Project management is the formation of knowledge, skills, experiences and methods in order to achieve the set objectives. Project management has a formed budget and timescale; a project can be defined in outputs, the outcomes and benefits. The main aim for the project is to be a success, achieving all the set tasks within the timescale and budget whereas, project management is an ongoing process whereas it has a deadline. There are necessary skills needed in order to accomplish the goal; these will include technical skills, management skills, communication skills and good awareness in the business field (Apm.org.uk, 2019).
The most important components of project management include: the reason behind the project; the requirements for which will include the quality of work, estimation and timescale; have a back-up business case to be able to justify the investment; having corporate agreements placed, creating and implementing a plan for the project- this will help the management of the whole plan; motivation is key, this will allow for the team to be able to deliver for the organisation. In addition; monitoring the original plan and the progression of this per deadline; communicating between the stakeholder’s present and the organisational team (Search Software Quality, 2019). 
[bookmark: _Toc18360082]Project Management Tools and Techniques

Project management The Gantt Chart is one of the tools used during a project. This form of chart is able to track tasks completed throughout time. This chart was developed in the year 1917. It is a tool which allows for the organisations to track the tasks needed to be done and when they are complete. This is an important project management tool which is necessary for projects to be successfully done within a certain period of time.

A Gantt chart is a formation of a horizontal bar chart which was designed by Henry L. Gantt. This was popular during project management. This is a graphical chart which illustrates the planning, coordinating and tracking of each task within the whole project. 

Logic network is another tool which allows organisations to sequence their tasks. It is placed in order of priority; this tool helps for the organisation team to understand the dependencies in the project, the deadline and it’s work flow (Project Smart, 2019). 

The RACI diagram consists of identifying who will be involved in completing the tasks for the project. This will include how they are participating. This diagram is beneficial for those who are aiming to finish a project, it allows for the roles and responsibilities to be clarified to the stakeholders (Pmdprostarter.org, 2019). 
 
Pert Chart is abbreviated from; The Program Evaluation and Review Technique, this is a model developed for projects for the US Navy office in 1958. This is a method which involves a strong analysis of the tasks needed to be complete within a set required time. PERT chart is available to control tasks necessary to complete the project. PERT planning involved the steps below:

1. Identifying the activities needed to complete the project, being able to understand the beginning, middle and end. 
2. Understanding and determining the task sequences in order, this will help for the task to flow and be completed within the time frame.
3. Construct the network diagram, this is where the information is used, a network diagram can be used.
4. Estimating the required time for each activity; this allows for time to be used efficiently and not wasted on thinking which task should be next, this can be as follows;
· Optimistic time; this is the shortest time the task can be completed by. The Most likely time; this is the most effective time the task can be done by; using all resources and data available and the pessimistic time; this is the longest time the activity being completed, should take.

5. Determining the path for the project; this is for the project manager to add all the small tasks time up, in order and determining how long it will all take to complete for the final project to be done.

The benefits of using this chart allows for improved planning, this is necessary for the net project. Resource requirements as there will be a better understanding of this. Simplifying the planning process; this can help with time as if there are repetitive planning patterns, it can be reduced for the net project. Another benefit includes having a start date and a completion date; everyone who is involved will understand this and therefore leading to success (Umsl.edu, 2019).
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Stakeholder’s are those who have an interest in the project you require to complete. They are involved with the project team, managers, executive’s customers and staff. Stakeholders are those who will be affected by the project completion (Wrike.com, 2019). Stakeholders are groups of people who are interested in the programme of the tasks, they are usually involved in the line of work or have an effect on it. Stakeholder management is the planning, analysis and systematic identification actions with the stakeholders, they are involved with the information and they help assign tasks to them, to benefit the project. 
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This report will be assessing and focusing on the Royal Mail, the company’s tools and techniques used to better the projects within the company. Royal Mail is the UK’s delivery company, they deliver parcels, letters and provide the service they can for the benefit of the shareholders and the general public, within the UK (Apm.org.uk, 2019).
The Royal Mail group is focused to deliver in the best way possible, they provide a sustained shareholder value and the company provides corporate responsibility to be the main point in their business strategy to be as successful as they are. Royal Mail work in 44 countries and states around the world, they had delivered around 1.9 billion parcels and letters with UKPIL and GLS operations from 2018 to 2019 (Royalmailgroup.com, 2019).  There are 162,000 employees worldwide, to help the business develop and run smoothly.

Royal Mail have over 200 thousand collection offices, businesses and parcel points where they deliver 6 days a week, being the second largest business in the UK. This organisation contributes very largely to the wider economy within the UK corporations. The UK’s operations director for Royal Mail states: ‘The Royal Mail team are dedicated, focused and provide professionalism within the community, they are able to manage major changes within the organisation successfully. 
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As a project manager, I will be planning a new focus for the Royal Mail organisation. This focus will be delivery on the same day – evening, depending on the location and the item. This project will need a new team to be handling all the work for this specific task. 
As the project manager, I will be using the Gantt Chart to plan the tasks, assign them to the stakeholders and manage the time; this will allow for the project to be completed successfully within a set time frame. The chart will outline all tasks in chronological order, this will then be against a timescale. This allows for the stakeholders to be prepared for each of their own tasks. It will also show if there are any problems occurring within the project, as someone may delay their process which will then delay the next person which will have a domino effect. Being able to identify possible errors; can reduce it. Having this chart allows you to share it with the team, this will allow for them to understand each task time, which is a form of communication. 

Project scope is part of the planning process, this includes listing and determining all the goals, tasks, deliveries and deadlines which need to be achieved. The scope statement is the responsibilities of the employees in order to achieve the aims; this statement allows for the work to be approved before completion. The scope statement also allows for the team to have set guidelines in making decisions. A project charter is documentation to mention the project is under process and its existence (SearchCIO, 2019). 
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Whilst planning a new project this is the crucial step for the business, it is the foundation as it allows for important choices. The Gantt chart in this stage is beneficial only when the information provided is useful, the data needs to be in detail, for the project plan to be set well and successful. For example, in this project, the new Royal Mail service will use all the necessary tasks in order to have a timescale for when the project will be complete. This is an organised template on how each tasks will be complete too. Firstly, there needs to be a list of all the tasks and the deadline of when it needs to be complete. Working alongside this, the project manager needs to hire more staff, if necessary. For this project, they may need to hire a set of 2 drivers just for delivering the fast-track items. This service is very similar to Amazon prime; it allows for the public to receive their items on the same day evening if it was to be ordered at a set time. Having two drivers allows for them to go deliver to two different locations (Mindtools.com, 2019).
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The Gantt chart shows the relationships between each task and the main project. Some of the tasks need to be finished before the next task starts; with this project, the project manager needs to hire drivers for this service before the deliveries can go out, therefore hiring staff is more of a priority in order for this to be completed. These are sequential tasks where they go in order, the other tasks are parallel to one another as two tasks can be done at the same time. With the Gantt chart, you can identify which are sequential and which are parallel. This will allow for the manager to assign tasks to the employees, organizing and assigning between them of what shall be done when.

In the Gantt chart, there are three relationships for the sequential tasks:
1. Finish to start (FS) which is where the task needs to finish before another can start.
2. Start to start (SS) this is where one tasks cannot start until the proceeding task has been started.
3. Finish to finish (FF) this is where the task cannot end before the preceding task has ended.

As sequential tasks will take time, as they need to be completed in order; for the better of the company, the parallel tasks need to be done as quick as possible, which will allow for the scope of the project be kept to a minimum.
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The charts can be created with a template software system or by hand, where everyone part of this, will be able to access at any time and any place. Microsoft Excel is a software template which can be used to create a quick and easy version.
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This is where the changes of everyone’s input will reflect on how well the work is going. At this stage, the project will show if there are any problems, where these problems have stated and how can they be fixed in order for each individual task to be complete. 
Keeping an updated Gantt chart allows for it to be useful and the changes made will also be updated. This can help the team know which tasks have been completed, which tasks need to be started on next and which tasks are resuming. The chart also shows when the deadlines are, which will allow for the people to be attentive and up to date. This chart is beneficial for this project as it allows for the team to see the progress of the chart, you can also see if the project is behind schedule, this will allow for the management to take action and bring it back to its rhythm (Mindtools.com, 2019). 
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This is where the business is running smoothly, daily tasks are put in place and each delivery is successful, after strong communication methods are in place with the seller and buyer. 
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A senior management role is to ensure tasks and plans are in place, allocating the resources, including the staff and equipment needed to become successful. Ensuring the goals are being met, tasks going as planned, communicating and updating other members of the management team (BusinessDictionary.com, 2019).
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A project communication plan is a tool which allows for effective communication between stakeholders and the team. This has information and guidelines on how the work needs to be shared out, allowing everyone who is participating, to have a responsibility. The project manager needs to have all the ideas and tasks mapped into a chart, this should include all activities from start to finish. The project manager will be mapping out each task and how they will be completed. Communication plan is very important, as if the information is miss-read, it can cause errors and cause for the whole project to be delayed. The following is done through communication;
Having project documentation for each participant allows for them to be able to reflect back to the booklet, this is a guidance of how to complete the tasks. Written communication allows for the team to know what they are expected to do, also updated versions should be shared. Other forms of communication allow for the team to be productive and motivated; it allows for security and ensures everyone understands it well. Feedback is followed through the plans, this allows for ideas and interest to be shared, any areas of concern should be notified with the project manager.

There are a variety of methods which are followed during these projects, these are through; emails, meetings (video calls, phone calls, conference calls, face to face meetings), discussion boards and debates, status reports, lists on what needs to be done, surveys, questionnaires (Teamgantt.com, 2019).

[bookmark: _Toc18360094]The benefits of project management

Having project management as a business tool allows for the business to have a guide and succeed, this can be for all types of businesses, whether it is a new business, an old one, a small one or even a big one. It holds guidelines and techniques on how to manage the work load, what to assign to the staff/ team and how to work through it. The following practices can help businesses and projects to be a victory:

· Prioritize the resources and ensure it has an efficiency,
· Ensure there is a scope, a schedule and a set budget (from the beginning),
· Improve the quality of work and productivity,
· Encouraging consistent and thorough communication between stakeholders and the team, this includes clients, suppliers and staff.
· Always stay on top of the schedule and allow to have business strategies which fit your project (nibusinessinfo.co.uk, 2019).
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The project management decide on which ideas to go ahead with and which ideas to decline. Most project managers share traits as their characteristics are similar, if not the same. There are six best traits which show effectiveness for the plan to go through well.
1. Transparency; this is where the cost and progress is shown, the allocation of resources are put for the correct project. The project managers schedule and organisation the costs of each expenditure, they involve the stakeholders if necessary and always update the team.
2. Consistency; this is key, without consistency, the project plans will fall apart. Having a consistent manager means the plans will go well and accordingly. All tasks and plans need to have great amount of quality in order for it to be effective in the long run.
3. Flexibility; this is necessary. Project managers having a goof organisational structure allows for the business to be centralised.
4. Communication; this is an important trait- in order for the business/ project to be completed with success. Having clear and honest comments allows less wasting of time and more thorough work. 
5. Organisational skills; this is where the managers are responsible for budgeting and scheduling the project. Prioritising tasks, updating the Gantt chart, giving feedback and taking control ensures there’s is no wasting of time, it is being used well. 
6. Problem solving, this is to rectify any problems in place, this may be arguments between staff, an error which was a mistake, but the manager stepping up and immediately rectifying the issue will make a huge difference to the projects outcome (Thinking Portfolio, 2019).
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There are many different types of projects, these include;
Manufacturing projects, construction projects, management projects and research projects. The royal mail project I am focusing on will be the manufacturing project. 
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There are usually three objectives set for a project and these are:
(1) The performance of the project or business; the final result will help to benefit the team in the end, in this project, the development of a new service which will allow faster delivery for the public, here people will pay more for their items to be delivered, if in urgent requirements. There will be policies and procedures in place, also the performance will need to be practiced.
(2) Expenditure within budget; this is important as the project manager needs to identify and list all necessary resources, including the staff, and ensure this is not over lining the budget. 
(3) Time scale, this is necessary as there needs to be a deadline with every project, and with this, the project manager needs to ensure everything necessary, is done within the deadline. 

The source below is a set plan for the project manager to follow, this allows for the individual to remember the focuses of this project, the key factors for a successful service (Business Management, 2019).
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A self-development plan is the process of improving the values, reflecting on areas which are weak, certain personal skills may need to be focused on, every individual needs to always set objectives to improve on.

I, as a project manager, need to improve on budgeting, this will allow me to spend accordingly on the resources required, and not unnecessary items. Being confident in myself will allow for me to help others and be confident in them as well. Having a positive mind allows for the plans to go well, to think in a better way, than just being negative. Personal development plan can include understanding individual strengths, setting deadlines and targets, as well as being able to meet them (Managers.org.uk, 2019). Source B: Managers.org.uk, 2019.
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In conclusion, a project manager is the foundation of the project, without them- the tasks will not flow, the resources, planning methods, stakeholders and all other factors will not be organised as the project manager is the one in control of all of the above. They are always planning, ensuring everything is going well, they motivate the team- as this will allow the work to be completed on time. They also ensure the project will benefit the public (consumers), as this is not only benefitting the company, but those who are involved (stakeholders). The Project managers are following many guidelines to ensure everything is done legally, ensuring risk assessments are performed, all the policies are up to date, the staff hired for the job are suitable for the job.
The project managers are the main resource to the project, and without them, the project will not hold.
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