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[bookmark: _Toc207105610]Introduction 
Effective project management is essential for delivering successful events that align with strategic goals, engage target audiences, and create lasting impact. This assignment explores the planning and execution of a promotional open day hosted by a Swansea-based salon, designed to showcase its fabulous new range of treatments and products for thinning hair. The event combines marketing innovation with community engagement, featuring appearances by popular TikTok influencers and complimentary beverages to enhance the guest experience.
The project serves as a practical case study in managing a real-world event with multiple moving parts, from stakeholder coordination and resource allocation to risk assessment and promotional strategy. The project includes those of the project manager, marketing coordinator, social media strategist, and hospitality lead, each contributing to the seamless delivery of the event. The "whys" behind the project are rooted in brand visibility, customer education, and the salon’s commitment to addressing a common hair concern with confidence and style.
By applying project management frameworks such as the Project Life Cycle and stakeholder analysis, this assignment will critically evaluate the planning, implementation, and post-event review stages. It will demonstrate how thoughtful coordination, and creative outreach can transform a local salon event into a memorable experience that drives engagement and business growth.
[bookmark: _Toc207105611]Project Management Methodologies
Choosing the right project management methodology is essential for ensuring that the salon’s open day runs smoothly, meets its objectives, and delivers value to stakeholders. Below are methodologies, along with how they might apply to the event:
[bookmark: _Toc207105612] Waterfall Methodology
Waterfall methodology is a well-established project management workflow. Like a waterfall, each process phase cascades downward sequentially through five stages (requirements, design, implementation, verification, and maintenance).
The methodology comes from computer scientist Winston Royce’s 1970 research paper on software development. Although Royce never named this model “waterfall”, he gets credit for creating a linear, rigorous project management system.  
Linear and sequential approach
[image: Waterfall Project Management]

How it works, each phase (planning, execution, review) is completed before the next begins. Ideal for projects with clearly defined goals and minimal changes e.g., booking influencers, securing refreshments, and setting a fixed event date.
Pros, Easy to manage, good for predictable tasks
Cons, Inflexible if changes arise mid-project
[bookmark: _Toc207105613] Agile Methodology
 Iterative and flexible approach
How it works, Breaks the project into smaller tasks (called sprints) that are reviewed and adapted frequently. Useful if the salon wants to test different promotional strategies or adjust plans based on influencer availability or audience feedback.
Pros, highly adaptable, encourages collaboration
Cons, requires constant communication and may be harder to manage for short-term events.  (Wilson and Carmenza, 2020)


[bookmark: _Toc207105614]Project Purpose
The purpose of this project is to plan and execute a high-impact open day event at a Swansea-based salon to promote its new range of products and treatments for thinning hair. The event aims to increase brand visibility, attract new clients, and position the salon as a trusted destination for hair restoration and care.
[bookmark: _Toc207105615] Stakeholders
· Salon Owner/Manager - Project sponsor and decision-maker
· Marketing Team -Responsible for promotion and social media engagement
· TikTok Influencers - Key to attracting younger audiences and creating viral content
· Salon Staff - Deliver services and engage with attendees
· Guests/Clients - Target audience for the product range
· Suppliers - Provide beverages and promotional materials
[bookmark: _Toc207105616] Roles and Responsibilities 
· Project Manager - Oversees planning, scheduling, and execution
· Event Coordinator -Manages logistics, refreshments, and influencer bookings
· Social Media Lead - Drives online engagement before, during, and after the event
· Customer Experience Lead -

[bookmark: _Toc207105617] Scope
· Event planning and execution
· Social media promotion
· Influencer engagement
· Beverage service and hospitality
· Product demonstrations and consultations
Out of Scope:
· Long-term product development
· Permanent changes to salon layout
· Paid advertising beyond social media
[bookmark: _Toc207105618] Timeline
· Week 1–2: Planning and influencer outreach
· Week 3: Promotion and logistics setup
· Week 4: Event execution and post-event review
(Roy, 2014).
[bookmark: _Toc207105619] Budget Estimate
· Influencer fees: £500
· Beverages and catering: £300
· Promotional materials: £200
 Total: £1,000

[bookmark: _Toc207105620]Environmental Analysis
Understanding the environment in which the Swansea salon operates is crucial for planning a successful open day. This section uses PESTLE and SWOT frameworks to assess external influences and internal capabilities.
[bookmark: _Toc207105621] PESTLE Analysis
Hair Salon Open Day
 Planning a successful Open Day for a hair salon requires more than just great styling skills, it demands strategic awareness of the external factors that can influence the event’s outcome. A PESTLE analysis 
(2023).  offers a structured framework to evaluate the Political, Economic, Social, Technological, Legal, and Environmental forces that may impact the salon’s operations and its ability to attract and engage potential clients during the Open Day. By understanding these macro-environmental factors, the salon can tailor its approach to ensure compliance, relevance, and resonance with its target audience. The following analysis explores how each element of the PESTLE framework affects the planning and execution of the salon’s Open Day initiative.
	Factor
	Impact on the Salon Open Day

	Political
	Local council regulations regarding public events, health and safety, and COVID-19 protocols may influence how the Open Day is organised and promoted.

	Economic
	With rising living costs, consumers may be cautious about spending. Offering free consultations, discounts, or complimentary treatments can attract budget-conscious visitors.

	Social
	Increased social awareness around self-care, confidence, and hair health—especially issues like thinning hair—can drive interest in salon services and products.

	Technological
	Social media platforms like TikTok and Instagram offer powerful tools for promoting the event, engaging with influencers, and sharing live updates to boost attendance.

	Legal
	GDPR compliance is crucial when collecting attendee information for future marketing. Consent forms and secure data handling must be in place.

	Environmental
	Using sustainable hair products and recyclable packaging during the event aligns with eco-conscious values and enhances brand reputation among environmentally aware clients.




[bookmark: _Toc207105622] SWOT Analysis

SWOT analysis is a widely used strategic planning tool that helps organisations assess internal strengths and weaknesses alongside external opportunities and threats (CIPD, 2023).

		Strengths
	Weaknesses

	- Strong local reputation and loyal client base
	- Limited budget for large-scale promotion

	- Unique product range targeting thinning hair
	- Small venue may restrict guest capacity

	- Collaboration with TikTok influencers boosts visibility
	- Reliance on social media may exclude non-digital audiences




		Opportunities
	Threats

	- Growing demand for hair restoration and confidence-boosting treatments
	- Competing salons may launch similar campaigns

	- Viral potential through influencer content
	- Poor weather could reduce walk-in attendance

	- Positive PR through inclusive and educational messaging
	- Technical issues during live social media coverage





This analysis helps identify key risks and advantages, guiding decisions around marketing, logistics, and contingency planning. For example, leveraging social media while preparing offline materials ensures broader reach, and offering eco-friendly products taps into current consumer values.
[bookmark: _Toc207105623]Project Management Tools
To ensure the salon’s open day is executed smoothly, a combination of digital and traditional project management tools will be used to plan, track, and co-ordinate tasks.
[bookmark: _Toc207105624]Recommended Tools

 To streamline coordination and ensure accountability across all teams involved in the salon event, a suite of recommended tools will be utilized. Trello offers visual task management through boards and cards, helping track each activity with clarity. Google Workspace supports collaborative planning via shared documents, spreadsheets, and calendars, keeping everyone aligned. Canva will be used to design eye-catching promotional materials and social media content. Engagement will be monitored using Instagram Insights and TikTok Analytics, allowing for real-time tracking of reach and influencer performance before and after the event. For quick communication and updates, WhatsApp or Slack will serve as efficient messaging platforms among team members. Additionally, Eventbrite may be used as an optional tool for managing RSVPs and maintaining an organized guest list. Together, these tools create a cohesive digital ecosystem that enhances productivity and collaboration among salon staff, influencers, suppliers, and marketing teams.


[bookmark: _Toc207105625]Communication Plan 
A well-structured communication plan is vital to ensure all stakeholders remain informed, aligned, and engaged throughout the salon event project. Weekly email updates will be sent to the salon owner or manager to provide progress reports and budget updates. Salon staff will receive daily messages via a dedicated WhatsApp group during the week of the event to coordinate tasks and manage shift schedules efficiently. Influencers will be contacted bi-weekly through email and direct messages to confirm attendance and distribute promotional materials. The marketing team will hold weekly Google Meet sessions to plan content and refine the social media strategy. Suppliers will be reached via phone and email on an as-needed basis to confirm the timely delivery of beverages and other essential materials. Finally, guests and clients will be engaged through daily social media posts during the event week, designed to build excitement and share key event details. This communication framework ensures clarity, responsiveness, and cohesion across all involved parties.


[bookmark: _Toc207105627]Key Communication Principles
· Clarity: All messages will be concise and action-oriented
· Consistency: Regular updates will prevent last-minute surprises
· Accessibility: Channels will be chosen based on stakeholder preferences
· Feedback Loop: A post-event survey will be distributed to gather insights
This communication plan ensures that all parties are informed, engaged, and empowered to contribute to the success of the open day.

[bookmark: _Toc207105628] Risk Identification and Management
Effective risk management is essential to ensure the success of the salon’s open day. By identifying potential risks early and preparing strategies, the project team can reduce disruptions and deliver a smooth, engaging experience for all attendees.
[bookmark: _Toc207105629] Risk Identification

	Risk
	Description

	Low Attendance
	Fewer guests than expected due to poor promotion or competing events

	Influencer Cancellation
	TikTokers may cancel last-minute, reducing promotional impact

	Technical Failures
	Issues with sound, lighting, or social media livestreams

	Weather Disruption
	Bad weather may deter walk-ins or affect outdoor elements (if any)

	Product Delivery Delays
	Thinning hair products may not arrive on time for demonstration

	Health & Safety Incidents
	Accidents or allergic reactions during product trials

	Negative Publicity
	Poor guest experience or social media backlash

	Budget Overrun
	Costs may exceed estimates due to unexpected expenses

	Staff Shortages
	Illness or scheduling conflicts could leave the salon understaffed

	Data Protection Breach
	Mishandling of guest contact details or feedback forms


[bookmark: _Toc207105630] Risk Management Strategies

	Risk
	Mitigation Strategy

	Low Attendance
	Launch early social media campaign, offer incentives (e.g., giveaways, free consultations)

	Influencer Cancellation
	Book backup influencers or local content creators as contingency

	Technical Failures
	Test equipment in advance, have backup devices and Wi-Fi hotspot

	Weather Disruption
	Ensure indoor space is welcoming and weather-proof; offer umbrellas or signage outside

	Product Delivery Delays
	Confirm delivery dates early; source local backup products if needed

	Health & Safety Incidents
	Conduct patch tests for products; have first aid kit and trained staff on-site

	Negative Publicity
	Train staff on customer service; monitor social media and respond promptly to concerns

	Budget Overrun
	Track spending weekly; set aside contingency fund (10–15% of total budget)

	Staff Shortages
	Create flexible rota, have standby staff or temp support available

	Data Protection Breach
	Use secure forms, train staff on GDPR compliance and data handling protocols


By proactively managing these risks, the salon can ensure the open day is not only successful but also resilient to unexpected challenges. This approach reflects best practices in project management and demonstrates a commitment to professionalism and guest satisfaction.
[bookmark: _Toc207105631] Risk Identification and Management

Effective risk management is essential to ensure the success of the salon’s open day. By identifying potential risks early and preparing mitigation strategies, the project team can reduce disruptions and deliver a smooth, engaging experience for all attendees.
[bookmark: _Toc207105632] Risk Identification

A risk identification process has highlighted several potential challenges that could impact the success of the salon event. Low attendance may result from inadequate promotion or competing events, while last-minute influencer cancellations could diminish the promotional reach, particularly on platforms like TikTok. Technical failures, such as issues with sound, lighting, or livestreams, pose a threat to the event’s smooth execution. Weather disruption could deter walk-ins or affect any outdoor components. Delays in product delivery, especially thinning hair products intended for demonstrations, may hinder planned activities. Health and safety incidents, including accidents or allergic reactions during product trials, require careful attention. Negative publicity stemming from poor guest experiences or social media backlash could damage the salon’s reputation. Budget overruns may occur due to unforeseen expenses, and staff shortages caused by illness or scheduling conflicts could leave the salon under-resourced. Lastly, a data protection breach involving mishandling of guest contact details or feedback forms presents a serious compliance risk. Identifying these risks early allows for proactive planning and mitigation. (Zeb and Rashid, 2019)
[bookmark: _Toc207105633] Risk Management Strategies
To ensure the success of the salon open day, a range of potential risks have been identified along with corresponding mitigation strategies. To address the possibility of low attendance, an early social media campaign will be launched, supported by incentives such as giveaways and free consultations to attract interest. In case of influencer cancellations, backup influencers or local content creators will be booked as contingency. Technical failures will be managed by testing equipment in advance and having backup devices and a Wi-Fi hotspot available. Weather disruption will be mitigated by ensuring the indoor space is welcoming and weather-proof, with umbrellas or signage provided outside if needed. To prevent product delivery delays, delivery dates will be confirmed early and local backup products sourced as a precaution. Health and safety risks will be reduced by conducting patch tests for products and ensuring a first aid kit and trained staff are on-site. Negative publicity will be managed through staff training in customer service and active monitoring of social media to respond promptly to concerns. Finally, to avoid budget overruns, spending will be tracked weekly and a contingency fund of 10–15% of the total budget will be set aside. These strategies collectively support a proactive and resilient approach to project risk management.
	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	Track spending weekly, set aside contingency fund (10–15% of total budget)

	
	Create flexible rota, have standby staff or temp support available

	
	Use secure forms, train staff on GDPR compliance and data handling protocols


By proactively managing these risks, the salon can ensure the open day is not only successful but also resilient to unexpected challenges. This approach reflects best practices in project management and demonstrates a commitment to professionalism and guest satisfaction.
[bookmark: _Toc207105634] Monitoring and Project Close Down
[bookmark: _Toc207105635] Monitoring and Control
Monitoring is essential throughout the project to ensure tasks are progressing as planned, risks are managed, and objectives are being met. For the salon open day, the following monitoring strategies will be used:
[bookmark: _Toc207105636] Key Monitoring Activities

Effective monitoring is essential to ensure the smooth execution of the event. Task tracking will be managed through Google Sheets, allowing progress to be monitored against the established timeline. Budget oversight will involve weekly reviews of expenses to prevent overspending and maintain financial control. Engagement metrics will be closely tracked, including social media reach, likes, shares, and the performance of influencer content, to promotional impact. Attendance will be monitored by recording guest numbers and walk-ins throughout the event. Additionally, feedback will be collected via short surveys distributed to attendees, capturing immediate impressions and valuable insights for future planning.
[bookmark: _Toc207105637]Performance Indicators
(Zeng et al., 2020).
	Metric
	Target

	Guest Attendance
	100+ attendees

	Social Media Engagement
	1,000+ views/interactions

	Influencer Content
	3+ TikTok posts with salon tags

	Budget Adherence
	Within £1,000

	Guest Satisfaction
	80%+ positive feedback



[bookmark: _Toc207105638] Project Close Down 
Once the salon event concludes, the project transitions into its final phase: Closing down. This stage ensures that all outstanding tasks are completed, outcomes are thoroughly reviewed, and valuable insights are captured for future initiatives. Key activities include final budget reconciliation, where all payments are confirmed and actual spending is compared against forecasts. A debrief meeting is held with the salon team and stakeholders to reflect on successes and identify areas for improvement. The content wrap-up involves sharing final photos and videos on social media and publicly thanking influencers for their participation. Feedback analysis is conducted by compiling survey results to uncover trends in guest satisfaction. A lessons learned report is created to document achievements, challenges, and recommendations for future events. Finally, all promotional assets, guest lists, and analytics are archived to support future planning and reference. (Saunois et al., 2016)

[bookmark: _Toc207105639]Success Evaluation
The project will be considered successful if it meets its attendance and engagement goals, stays within budget, and receives positive feedback from guests and influencers. The closing down phase ensures the salon can build on this momentum for future campaigns and events.
[bookmark: _Toc207105640]Conclusion
The successful planning and execution of the Swansea salon’s open day demonstrates the vital role of structured project management in delivering engaging, goal-driven events. By applying key methodologies such as WATERFALL, ITERATIVE and V-MODEL, the project was guided through clear phases-from initiation and stakeholder alignment to risk mitigation and performance monitoring. (Faupin, 2002)
The event not only showcased a fabulous new range of products for thinning hair but also leveraged modern marketing channels, including TikTok influencers and social media engagement, to reach a wider audience. Through careful co-ordination, budget control, and responsive communication, the salon created a memorable experience that aligned with its brand values and business objectives.
As the project Closes Down, the insights gained, from environmental analysis to stakeholder feedback, this will serve as valuable lessons for future campaigns. 
[bookmark: _Toc207105641]Key Attributes of an Effective Project Manager
A successful project manager must possess a blend of technical, interpersonal, and strategic skills.
 Here are the core attributes: A successful project manager must demonstrate a well-rounded blend of technical, interpersonal, and strategic competencies to lead projects effectively from initiation to completion. Bannerman, P.L., said Project success is increasingly viewed as multidimensional, encompassing not just time and budget, but also stakeholder satisfaction and strategic alignment (Bannerman, 2008). Leadership is essential for inspiring and guiding teams toward shared objectives, while strong communication skills ensure that expectations, ideas, and feedback are clearly conveyed to all stakeholders. Effective time management allows the project manager to prioritise tasks and meet deadlines, and risk management enables the identification of potential issues alongside the development of mitigation strategies. Problem-solving and decision-making are critical for navigating challenges and making informed choices under pressure. Adaptability is also vital, allowing the manager to respond flexibly to unexpected developments. Technical knowledge of project tools, methodologies, and industry-specific practices supports efficient planning and execution. Furthermore, stakeholder engagement fosters trust and collaboration, and sound budgeting and resource allocation ensure that financial and human resources are managed responsibly. Together, these attributes form the foundation of competent and impactful project leadership.
	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


[bookmark: _Toc207105642] Self-Audit: Strengths and Weaknesses
This reflective self-assessment highlights a balanced mix of strengths and areas for development. Leadership and time management emerge as strong attributes, with confidence in leading small teams and a consistent ability to meet deadlines and organise tasks effectively. Adaptability is also a key strength, demonstrated by comfort with change and agility in shifting directions when needed. Communication, problem-solving, decision-making, and stakeholder engagement are identified as development areas, while functional, they require refinement particularly in clarity under pressure, generating creative solutions, and confidently navigating multi-stakeholder decisions. Risk management, technical knowledge, and budgeting are noted as weaknesses, with a tendency to respond reactively to risks, limited familiarity with project management tools, and minimal experience in handling budgets or resource allocation. Overall, the assessment reflects a proactive mindset with clear opportunities for growth and skill enhancement. 
	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


[bookmark: _Toc207105643] Personal Development Plan (PDP)

[bookmark: _Toc207105644] The goal is to successfully plan and execute an open day event for a salon, aimed at attracting new clients, showcasing services, and building community engagement. The project includes marketing, scheduling staff, budgeting, and coordinating logistics.
	[bookmark: _Toc207105645]Skill area 
	[bookmark: _Toc207105646]strengths
	[bookmark: _Toc207105647]Areas to improve

	[bookmark: _Toc207105648]communication
	[bookmark: _Toc207105649]Confident in one-on-one interactions
	[bookmark: _Toc207105650]Need to improve stakeholder update

	[bookmark: _Toc207105651]Time management
	[bookmark: _Toc207105652]Good at meeting personal deadlines
	[bookmark: _Toc207105653]Need to manage team timelines

	[bookmark: _Toc207105654]Leadership 
	[bookmark: _Toc207105655]Comfortable leading small tasks
	[bookmark: _Toc207105656]Need to build confidence in delegation

	[bookmark: _Toc207105657]Technical knowledge
	[bookmark: _Toc207105658]Basic understanding of salon operations
	[bookmark: _Toc207105659]Need to learn project planning tools

	[bookmark: _Toc207105660]Risk management
	[bookmark: _Toc207105661]Can anticipate basic issues
	[bookmark: _Toc207105662]Need to formalise risks mitigation plans


[bookmark: _Toc207105663]Development goals 
	Goals 
	Timeframe 
	Success criteria 

	Improve stakeholder communication
	1 month
	Weekly updates sent to salon owner and team

	Learn project planning tools e.g. Gantt chart
	2 weeks
	Create and share a visual project timeline

	Build confidence in delegation
	1 month
	Assign tasks to at least 3 team members and follow up

	Develop risk management strategy
	2 weeks
	Identify 5 potential risks and create mitigation plans




The action plan for managing the salon open day project involves several key components to ensure its success. Stakeholder communication will be maintained through weekly check-ins with the salon owner, supported by regular updates via email or WhatsApp and a simple communication plan. Project planning tools such as Gantt charts will be explored through tutorials, with a timeline created and shared with the team for feedback. Delegation will be improved by identifying tasks like refreshments and flyer distribution, assigning roles based on team strengths, and monitoring progress with support. Risk management will include brainstorming potential issues such as low turnout or staff absence, rating risks by likelihood and impact, and preparing contingency plans like having extra staff on call or boosting social media promotion. Resources and support will come from a mentor (the salon owner or an experienced manager), tools like Google Sheets, and learning platforms such as YouTube and LinkedIn Learning, with additional input from the salon team, friends, and local suppliers. Finally, review and reflection will be conducted through weekly journaling, feedback sessions with the team and salon owner, and a final evaluation of outcomes against initial goals.
[bookmark: _Toc207105664]Reflective Summary
In reflecting on both strengths and growth areas in my project management skillset. While I am confident in leadership, time management, and adaptability, I recognise the need to improve technical competence, budgeting, and risk management. By following the strategies outlined in my PDP, I aim to become a more well-rounded and effective project manager, capable of leading diverse teams and delivering successful outcomes in dynamic environments.  (Rimmer, 2018)
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