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Executive Summary Project Report
This project report looks over the Employment Support to Unemployed Individuals requested by the University of Wales Trinity Saint David in Managing Organisation module lecture of level 5. The project outcomes have the purpose to find four unemployed individuals with the support of the organisation facilitator, TheCae in order to help them finding jobs and following all the recruitment process for one’s to be employed by writing CVs, Cover letter, Application and preparing them on building their confidence and helping them accessing into employment.
The team members allocated to this group were initially formed by five people but have finished on four people due to some uncertainty and risks that project management encountered. Team dynamic was built based on Belbin’s Team role and personal approach was made to complete papers work for the organisation as no face-to-face meeting is taking place expect online meeting making things more difficult.
In order to better implement and work around various problems, a range of tools and techniques are proposed to the report to support this analysis. The project lifecycle will be applied as the common framework to guide the project run efficiently. Additionally, the Quad Chart has given an overview of what the project is about, the aim and the desired end results and the measures of success. Furthermore, the stakeholder’s analysis has been made by using additional tools such as work Break Structure, Network Diagram, Gantt, Risk analysis, Iron triangle and so on. Also Pestle and Swot analysis were included to demonstrate the way that risk was overcame during the project and which change has been brought. 
Although the time allocated for the project during this last term was insufficient, the team was able to engage two candidates instead of four and fully support was given to obtain a full job with one candidate at Amazon and an ongoing application for the other candidate. 
A recommendation has been sent through this report to the University so that future researches does not suffer from any insufficient. 

 






Project Management
Introduction
At some point of life, people need something important as having its own independency and planning their future in which, project management skill is needed to move from ideas to results.
Project management explain a range of practical understandings and skills that will make projects both successful and satisfying. (Hobbs, 2015). Whereas Wysocki & McGary define a project as a sequence of unique complex, and connected activities having one goal or purpose and that must be completed by a specific time, within budget, and according to specification. (Wysocki & Mcgary,2003, p.3)
To successfully manage any project, it is essential to understand the goals and the time available to achieve these goals no matter if it is a personal or a business project
Employment Support to Unemployed Individuals is a project implemented by a team of four students within Level 5 at the University of Wales Trinity Saint David in which they had to provide support to four unemployed people with CV writing, cover letter, Job applications and Job researches form the end of April until the start of June 2021. The project will be facilitated by TheCae and advised by the Module Lecture as an Observer.
As argued by Meredith & Mantel that most of projects go through similar stages on the path from origin to completion which are defined as the project’s life cycle. (Meredith & Mantel, 2006).
Doing so, this project will explore different tools and techniques such as project management’s life cycle, Quad Chart, Iron triangle, WBS, Gantt Chart, Project Diagram Network for its better implementation.
Main Findings
Phase 1: Initiation
Project life cycle
Although different terms are used while explaining the project life cycle, the objective of a project management plan is to define the approach to be used by the project manager to deliver the intended scope of the project. This will include policies and plans for managing scope changes, project communication, governance, configuration, health and safety, and the achievement.
Project lifecycle puts forward the project phases, project methodologies and project systems which enable project managers to implement corporate strategy. (Burke, 2017).
[image: ]Fig.1: Project management Life cycle.
A project life cycle is a beneficial tool as it allocates tasks and duties taking place during the project stage. Additionally, understanding of team members’ role in each stage and support the business to outline position of supply necessities to avoid excess of resources. 
However, project life cycle has some limitations such as high risks and uncertainty during the implementation of the project, the works end only after the completion of the last stage and is not advised for complex projects.
Being applied to this present project, it has given the overview of the overall plan to be followed by team members and helped the project evolving step by step and bring change when necessary.
However, it has driven team members to a high risk of resource and delayed the implementation of project as there were unforeseeable factors which will be detailed later. 
Hobs certified that every project is different, but there are a number of key roles that apply to most projects. He also went on to say that success comes from building diverse individuals into a strong team and motivating them to produce quality results within the requisite timeframes. (Hobs, 2015).
Organisation facilitator
To better implement this present project, theCae was contacted as a facilitator as they work on employment sector and by supporting unemployed individuals through their active inclusion project.
From their meeting with team members, they outline the whole project but also establish the relationship to make the project succeed.
 In addition, giving high priority to agreeing the communication channels (Zoom-Teams-WhatsApp’s-Emails) and escalation procedures. These will outline how and when to involve the facilitator when things go wrong. 
Building a project team
One of the most important functions of the project manager is to build and maintain the team dynamic. Members of the team will take greater ownerships of the project if they feel as they are an important part of it. They should be involved in production of the work schedule, risk analysis, and problem solving. 
Through Belbin’s team roles assessment (Morgan, 2017), team members affected to this project were able to identify and analyse their roles, bringing one’s knowledge and its ability to contribute to the team. 
Five members were chosen to run this project with team role below:
1. Claire Edwards as a Team worker (TW);
2. Damien Roberts as a Coordinator (CO);
3. Hannah Chelsea Yarwood as a Resource Investigator (RI);
4. Hannah Roberts Davies as an Implementer (MP);
5. Theodore Toko Manzambi as a Specialist (SP).
Quad Chart
Fewer books have evoked in-depth details on the Quad Chart despite other tools such as Gantt Chart and WBS, however, the U.S. Department of Veterans Affairs in their department of Health Services Research & Department use frequently this tool for each of their funded project and career award.( Project and Award Quad Chart Guidelines (va.gov)
They present the Quad chart as a short-lived picture of the study across four quadrants of a single PowerPoint slide.
The Quad charts is advantageous as it provides with a concise, informative description of the research progress and activities for each project. The Quad Chart is also used for a variety of planning and communication purposes. It gives an overview of the project and describes all the parties involved in the project including the probable results and expected results, the beneficiaries included. 
Nevertheless, it has also limitations such as the connection between the Project manager and the facilitator can be very vague and no budgets limitations. In addition, there are opportunities of misuse as projects are often subject of different review while the Quad Chart is the only submission to the decision maker. 
According to this project, the Quad chart below outlines the overview of the Employment Support to Unemployed Individuals project which has been launched taking into account the scope parameters, time, cost and product.LEFT INTENTIONNALLY BLANK










Quad Chart slide
[image: ]Fig. 2: Quad chart
From the third quadrant of the quad chart above, support planned and given to four candidates have reached the outcomes of two candidates in the expected results in quadrant four. Although team worked with two candidates instead of four, it has further demonstrated that two candidates had their CVs well written, appropriate roles and applications were made and feedback of one of them who informed that she has got a job and another with applications submitted was confident to receive some calls from employers and is still waiting for an employment confirmation as some particular requirements apply. 
However, it was not possible to receive any feedback from the Facilitator Agency as the team was not able to fully meet their requirements.  
Phase 2- Planning
This phase is to determine the schedule and resource plans, the plan in detail, including completion dates and resource requirements. It is important to think on what processes will be monitored and how. 
Buttrick claimed that during the detailed investigation stage, the project manager will identify and define the optimum solution commercial proposition. (Buttrick,2009).
From this stage, it is needed, without being exhaustive, to:
· evaluate possible options and identify a preferred solution; 
· ensure the preferred solution will meet the defined needs;
· test, research the concept with the target users and/or customers;
· evaluate possible suppliers and partners as this stage prepares the team to a critical one to stop or continue before substantial financial commitments are made.
Based on the Quad Chart, this stage will identify and analyse the key players according their involvement in delivering elements of the project. This will be done by analysing Stakeholders.
Stakeholders Analysis  
Stakeholders’ analysis is a process that allows the team to identify the most important people in the project and decide where to invest time and resources. (Hobbs, 2015). 
This analyse will highlight the level of priority of the stakeholder’s perspective and any further action to be taken accordingly for the success of this project. They were grouped in driver, supporter or observer.
A driver is someone who is responsible and accountable for the project such as team members and candidates for this present project. 
As drivers, the team have the duties to plan and implement the project for its success. On the other hand, candidates need to be remained engaged and supported to make certain that they run into the desired outcomes.
The facilitator agency was put as a supporter due to the help they should provide to the project regarding candidates, assistance and guidance.
Finally, the lecturer Shehla and the employer were observers as they are fascinated by the outcomes of the project. The impact of their involvement can be found at the end of the project; however, the team needed some guidance and orientation from the lecturer in order to better implement the project and get full support as the team was unable to complete the requirements of the facilitator agency. 
Without being exhaustive, a stakeholder’s analysis is full of several benefits such as:
· It helps to identify the most powerful stakeholders and have them help shape your project in its early stages. 
· Clear understanding of people’s reaction and adaptability in change according the project and gain supremacy over difficult stakeholders. For example, when a member of the team does not engage any more, it recommends to take a quick action to not stop the project.
Although it has several advantages, it is limited by the fact that it should be performed regularly or even continuously. Also, their power and associations may change quickly, that is why the management of the organisation has to assess the position of each stakeholder. 
The following stakeholders were identified during this project with positive or negative impact depending on whether they are internal or external as drivers, supporters or observers’ priorities.
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Phase 3: Execution Phase
Planning is the particularity of this phase as better the plan is, better will be the execution. During this phase, the team should process to allocate resource and ensuring its time delivery, assigning the task to team members on a daily basis and taking daily meetings. Additionally, creating reports based on daily meetings and the progress of the project.
Work Breakdown Structure (WBS)
The WBS is a tool for defining the hierarchical breakdown of work required to deliver the products of a project. (Burke, 2017).
The purpose of using the WBS tool in this current project is to subdivide works into a number of small units which are easier to estimate, easier to plan, easier to assign the work to a team member for completion, and easier to control. This gives to the team members the tools to effectively plan and control the project.
Based on the figure below it is clearly demonstrated that the first level (top) depicts the scope of the project, then broken to the deliverables which are assisting candidates with job researches, recruitment candidates and completing papers work for recruitment of candidates as it can be linked to the quad chart previously explained and can be matched with one specific quadrant.
Furthermore, it is broken on various activities to be undertaken such as updating candidates CVs, completing online applications by first creating online accounts for candidates and preparing them for the interview by mock interviews or workshops.
Moreover, submission and following ups for the final outcomes and feedback.
The WBS is an important tool as it not only helps to fully define the scope of work but it also forms the key part of the project management plan. 
Yet, WBS does not give a specific type of method to use as there are various methods that can be used depending on whether the project manager is new or experienced.
The figure below clarifies the way that this project has been broken down for its success:

[image: ]
Fig.4: WBS Chart
After clearly demonstrating what has been built for the project into smaller, more manageable components, it is important to get a fix on when to start doing it. Doing so, one of the best-known techniques called Gantt Charts help to plan and control the project’s schedule.
Gantt Charts 
The Gantt Chart is one of the most widely used planning and control documents for communicating schedule information. (Burke, 2017). It is ideal for small projects or sub-projects because it is easy for most people to understand and assimilate, and it also conveys the planning and scheduling information accurately and precisely. For example, form the present project, it is clearly demonstrated that the team members and the facilitator had their first meeting on the 14/05/2021 where they had discussions around the project, what are the requirements and how to collaborate closely. Further details on the Gantt Chart table to be seen in appendices.
It follows that the main benefits of Gantt Charts are easy to schedule the tasks, easy to understand, clear and visual representation of time frames. Also, easy to add dependencies and predecessors, creatively showing your project plans.
On the other hand, Gantt Charts are complex to prepare and manage the chart. In addition, it is difficult to be seen on one sheet of paper and it need to be constantly be updated. No matter how detailed the Gantt Chart is, the cost and the full scope cannot be depicted.
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Fig.5: Gantt Chart
Network Diagram
According Buttrick, the Network Diagram is probably the most useful but least used way of depicting a project. It is used to show the logical relationship (dependencies) between different deliverables, activities and work. (Buttrick, 2009).
A network should be used whenever a complex sequence of events needs to be shown clearly. In the network diagram Activity 1 is done before Activity 2, while Activity 3 is done in parallel with them.
Through this current project, in order to avoid the delay caused by papers works with the administration of the facilitator agency, the team has decided to engage in parallel with both candidates as it is clearly shown in the Gantt Chart above. From this point, it helped the team to determine their project’s critical path. 
Lewis described critical path as the longest path through the project network. (Lewis, 2007),   
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As it is shown on the figure above as the critical path is outlined in red.
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Fig.7: Network diagram overview
 From fig. 7 resuming the overview of the project, the critical path is determined by the route from supporting & empowering candidates with recruitment process, CVs, recruitment of candidates, meet candidates, support candidates with CVs are up to date, ensuring all candidates are all supported with any barriers and set up a 121 mock interviews.
The Network Diagram is beneficial for complex sequence of events as explained above. Also, it tends to explain the project time estimation, it helps to plan, organise and control. It displays the workflow of the project activities and describe possibilities for schedule compression.
However, creating network diagram takes time and costs money to produce with high probability of including errors when making it. It can also be complex and difficult to differentiate visually.
Phase 4: Closure: Monitoring & Evaluation
Monitoring
At this point, considerable effort has been put on approval of the project and the way it will be accomplish, it is important to keep a close eye on the entire project management life cycle in order to ensure that the project activities are on the right track and does not face any risks.
Risk Analysis (SWOT & PESTLE)
[image: ]
Fig.7: Risk assessment
As highlighted above, the team faced high risks with high impact on the project. However, mitigating action have been taken to bring change and adjustment in order to keep the project running smoothly. For example, internally, the first risk was when a team member had lack of engagement during the life cycle process creating a high impact with high likelihood. Secondly, externally as team members were unable to fully complete administrations documents to ease the and start the process involving a high impact and high likelihood. Based on the strengths of the team members after doing swot analysis and Pestle, they were able to overcome challenges namely in Human Resource and technological issues by taking mitigating action. 
In addition, as shown on fig.7, the pandemic did not arrange things which would have resolved quickly them if meeting were on a face-to-face basis as we can see below with high impact, high likelihood and action taken. These situations have brought delay as demonstrated below in the iron triangle.
Iron Triangle
The iron triangle was originally defined to show the links between project scope, cost and time. (Caroll, 2012).
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Taking into account this iron triangle, change brought on resource (cost) with abandonment of a team member and IT issues on filling out administrative documents caused a delay in time thus reducing the quality of the product to be delivered limiting the product on two instead of four as previously planned in the quad chart.
Evaluation
This step should review the outcome of the project and evaluate its overall success. It can often be illuminating to make this post-implementation review against both the original scope and any subsequent modifications. (Hobbs, 2009).
The table below gives a summary of each stakeholder and the delivery outcome for the candidate[image: ]Fig.9: Evaluation table.
As a result, two candidates were engaged, one of them has had employment confirmation and the other has had full coaching ans is currently waiting to be interviewed as well detailed in the following table. 
Therefore, one candidate gained employment as a hard outcome and thanked the team for valuable support and assistance she had from the team as an illuminative sharing experience. 
In addition, the fortunate candidate sent her feedback with regards to the support received and relayed on the team with help received by being actually able to access to chime application that Amazon always use for recruitment of new candidates. 
Linking the desired end results to the measures of succes of previoulsy explained in the quad chart, two candidates were fully supported, one of whom got a job and is due to start before the end of this month at Amazon. 
On the other hand, additional skills have been gained among the team members especially in communication and collaboration working. Also the interaction between team members has been built and became efficient which did not exist before the project. They have also built mutual trust and can now take turns to each other. 
Conclusion
Therefore, delivering results in project management depends on the individual team members and the team as a whole working at best performance. The foundation for success will have been set in the team integration and development stages described through this report.
This project would have been fully successful if sufficient time was allocated and the lockdown has been withdrawn. 
Although challenges faced with the organisation facilitator delaying the project, the outcome was visible and the product was delivered on time notwithstanding difficulties encoutered.
Recommendation
It is highly recommended to the University to better plan before the module on meeting the requirements of different organisations facilitators in order to start future projects on time.
In addition, contact can be taken from the beginning of the Academic year with organisations that are flexible such as the Welsh Refugee Council, Eyst, CGL, SCVS, Bawso and so on to get around these obstacles.
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Project title:  Employment Support to Unemployed Individuals  

  Purpose     A im     Supporting and empowering candidates  with their recruitment process:   - To meet the support needs of the candidate  in assisting them with     the recruitment process;     - To ensure   that all     candidates become more    employable;     - To encourage    and help    candidates    become more    confident    within    applying for certain roles;     - To prepare     candidates for     the interview  processes .    Customers (Stakeholders)       - TheCae Agency (External) - Supporter;     - Candidates (External) -   Driver     - Team Members (Internal) -   Driver     - Module Lecture (External) -   Observer     - Employers (External) -   Observer   

  Desired End Results   (Critical Success Factor)     - Candidates gain   more confidence through  121 supports in finding employment.   - Attending organised workshops to identify  appropriate employment needs to ensure  equal opportunities will be created for  everyone.    - Arrange a 121 mock interviews with  candidates,   - Supporting candidates to ensure CVs are up  to date for specific roles.      Measures of Success   (Standard/ Criteria)     - Receive feedback from the agency  and candidates.     - Complete 4CV’s that are tailored  for specific job roles’     - Complete 121 mock interviews   with all candidates.     Identify four appropriate roles for  candidates to apply for.  

Secondary Benefits (Unmeasurable)     - Helping people to create their  independence .    
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Priority  Stakehold ers  Stakeholders  Perspective  Action  

Hi g h - Driver  Teams   Members  Working together a s  a tea m, supporting  candidates and  gathering research to  help and assist with  the   project  Engage and  com municate each  other regular ly .    Have meet ings, and  review project via  results  

High - Driver  Service Users  Working with the  service   users to assist  them bec ome  employable  candidates and  ensure th ey have all  the tools ready to be  successful within  t heir job research.  Engage in regular  communication via  meetings/emails or  interviews, offer  support and  assistance.   Gather  information   from candidates to  m easure success of  the project.  

Medium - Supporter  Facilitator  Agency  (Saskia)  Engaging with  the  Agency   to ensure  that everyone is  sati sfied with how  the project is going  to have meetings to  to start the project ,  and mee t the service   users.   Deliver   employability  project to their  customers to a  satisfactory  sta ndard.    Eng age and  communicate  progress via  a  regula r  contact to  ensure that Agency  and services users  are happy with the  support from the  team, and get  feedback to   me as ure   T he  success of the  project.  

Low - Observ er  Employers  Potential employers  for the candidates to  identify  employments  opportunities for the  candidates .  Make   c ontact with  employers to send  service users   CV ’ s  litt l e to  no  cont act.  

Low - O bserver  Le cturer S h ehla  Attend online classes   or workshop to  ensure that mo dule  is understood and  the to ols required  are l earnt to assist  with the project.  Submit work  feedback  Provide updates   regularly   and seek  assistance if  req u ir ed    

Fi g.3: Stakehol ders Analy sis  
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                                                                                                                                                                                                                                                                                                                                                                                                                Pestle and Swot Analysis        Impact  (H/M/L) Likelihood  (H/M/L) Risk Mitigating  Action H H  Lack of engagement  from team - Internal  Make contact with  team members, and  make a plan with  engaging member to  pick up other work H H  Delay with admin of  organisation  facilitator that we are  working with -  External  Need to chase up  and ensure other  aspects of project are  being dealt with. H H  Pandemic - not being  able to meet face to  face with organisation  and team members -  External  To raise awareness  to team members,  ensuring that we  have the facilities to  engage online. Risk Assessment Risk Analysis Grid Close - out Phase What did we do well ? What do we want to improve? What else  did we learn ?(Lewis,2007) Pestle  Technology :  Delay with admin to deliver the project with forms not being  signed on time. Majority of project is online and team members  have had internet connection issues . Swot Strengths : - Team members adapting and working together to overcome  any issues and picking up other work to make the project a  success.  - Theodore having experience within this sector, and having the  facilities to help and overcome issues with other members. - Being able to find two people (50% of the target despite the time  to engage with the project). Weakness - IT issues, team members not engaging fully .
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