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[bookmark: _Toc39347051]Introduction 
Project management involves planning and organisation as well as management of people and resources with an aim of achieving specific long term or short term goals. The project must be a unique process which consist of set of activities that are coordinated and controlled from the start date to the finish date whose final objective must conform to specific requirements such as time, quality, cost and resource constraints. Throughout its stages the project needs to be and management and monitoring of an individual with necessary skills and techniques to ensure proper management processes and use of resources as planned in order to achieve the set objectives are achieved. This report contains a critical assessment of how various tools and techniques used in project management are useful. The research also involves the planning of the project and communication of the plans to various stakeholders and implementation of a project on the survey on the impacts of employee training following the continuous employee training and development practised at the company. This is followed with implementation of the project from the start to its closure. The report also contains a self-evaluation on my performance as a project manager through collection of feedback from other members involved in planning and implementation of the project in order to identify my strengths and weaknesses in project management. Based on the findings from my self-evaluation, I have also come up with a personal development plan to improve on my future performance in project management. 
[bookmark: _Toc39347052]Assessment of the usefulness of project management tools and techniques 
Planning and implementation of a project requires certain tools and techniques which serve an important role of helping in time and resource management to ensure that a project has adequate required resources and is completed within the provisions of these resources. Such tools and techniques include Gantt chart, Work Breakdown Structure (WBS), PERT charts, Critical Path Analysis, Brainstorming, the Delphi Technique, SWOT analysis, Precedence Diagramming Method (PDM), Arrow Diagramming Method (Schwalbe, 2014). 
Gantt chart
This is a standard format of presenting the project schedule through listing tasks and their correspond dates of starting and finishing in a calendar format (Schwalbe, 2014). It is one of the important tools in the management of time that does not only identify the components of the project but it also represents them in a graphic form and the relationship between various project phases and products. According to Smith and Ragan (2005), it is an essential planning tools in enabling identification of the critical path dependencies and tracking of lags in those dependencies. 
Gantt charts presents various advantages in project management such as easy presentation of tasks, sub tasks, milestones and schedules where dates and time frames are in a clear visible manner. They also help in easy visualization of daily, weekly, monthly, quarterly and yearly plans. Team management can also be done easily with the help of the Gantt charts. They also allow for visualization of the stage of completion of the project and percentage of competed tasks. 
On the contrary, Gantt charts have disadvantages of not displaying hours of work. They also present a problem in time consumption when it comes to updating them. They also present challenges of creation and management due to their cumbersome and complex nature (Kreitner and Cassidy, 2011).
Pert chart
This is one of the most common tools used by project managers in sequencing and scheduling of the activities. PERT is a graphical sequence and scheduling tool used in large and complex projects. It is an important tool in the planning and control of the project events and activities by estimating time through critical path to ensure elimination of delays (Kreitner and Cassidy, 2011). 
It is advantageous in that it is an excellent tool in scheduling of large and nonroutine projects. It also helps in planning since it forces project managers to envision projects as a whole. Through PERT, one can also predict resources needed, areas of potential problems, the effects any delays on project completion are likely to bring. Project management can also calculate the optimistic and pessimistic times to factor in their estimates the uncertainties on the planning side (Kreitner and Cassidy, 2011).
Conversely, PERT charts are inappropriate tools when it comes to repetitive projects whose schedules are determined by speed and performance of machines. The tool also has underlying assumptions and miscalculations of time which may render it ineffective since the times are derived and not subjective (Kreitner and Cassidy, 2011).
Work breakdown structure 
WBS is a simplified form of project plan that is focused on the actual tasks of the project showing the organisational elements that are associated with the project by subdividing it into hierarchical tasks, subtasks and work packages (Meredith, Shafer and Mantel, 2018). WBS plays three main roles in project management which include defining, assembling and covering the overview of the whole project. It also helps in the management of the whole project by assigning roles and responsibilities, allocating resources and monitoring them. It acts as the checklist in the project final step of cross checking if all activities have been achieved and that there is nothing missing. 
Advantages of WBS include boosting of the project productivity by helping in identifying the required skills for various project activities. It also allows project team members to understand the relationships that exist between different project steps and deliverables. It ensures that there is transparency and accountability due to its details on tasks that need to be completed. It helps in creation other tools such as Gantt charts for allocating time and budgets for allocating costs estimates for different packages in the project. It also helps in identification of risks associated with the certain tasks in the project thus helping in avoiding them (Reddy, 2020). 
On the other hand, WBS is tedious to follow since it needs tasks to be completed in step by step manner. There is also a challenge of having many tasks to be done at a go especially by the manager who monitors and directs different team members in their different activities (Reddy, 2020).
The Delphi Technique 
This is a method through which group communication process is structured in order to be effective in allowing the groups members to deal with any complex problems that may arise during the project planning and implementation. It involves a group of experts anonymously replying to questionnaires and receiving feedback. The main goal of the technique is to reduce responses and arrive at expert consensus (Sholarin and Awange, 2015).
Advantage of this technique are that more participants can be involved as compared to the face to face discussions. It also saves time of travelling and associated costs while still ensuring participation. Preserving anonymity of participants helps in avoiding self-censorship and reduced bias. The technique helps in making decisions by a group of people during complex problems (Sholarin and Awange, 2015). 
On the contrary, the technique is associated with challenges such as time consumption when it comes to coordinating and managing the process. Some participants may also drop out of participation as times goes by. It does not ensure transparency due to absence of face to face participation (Sholarin and Awange, 2015).
[bookmark: _Toc39347053]Project implementation
Introduction 
Following a decline in the resource and time wastages hence delays of service delivery by staff to customers at the Intercontinental London Park Lane, the management of the hotel found it necessary to conduct a survey which established that lack of necessary skills was the reason for poor performance. As a result, it was a agreed that the hotel conducts a training staff training on operational management in terms of lean management. This project is aimed at ensuring that the hotel staff receive the required training right from the planning to closure stage. 
Objectives 
1. To ensure training of Lean management to the hotel staff
2. To ensure implementation and application of the new Lean concepts in the hotel operations
Project scope 
This project will be carried on members of staff in all departments at Intercontinental Hotel London Park Lane. These will include all employees in the senior managerial positions and junior employees in all departments ranging from front office, housekeeping, food and beverage as well as administration. These members will be trained on various Lean management practices such as Six sigma, 5S, visualisation among others.  
Budget
	Item 
	Cost (£)

	Sourcing of training organisation 
	1000

	Training material 
	500

	Contingency funds 
	400



Timescales 
This project will take a period of 3 months from its initiation stage to closure. The project has been divided into various tasks and subtasks which will be executed individually. These activities have been allocated specific time which sum up to 3 months from the start of the project to its completion of the project. In order to present these, a Gantt chart in the appendices section has been developed to which defines various activities and their respective time limits as shown in the table below.
	Activity 
	Start
	End 
	Duration 

	Project initiation 
	
	
	

	[bookmark: _Hlk39319412]Preliminary survey
	27-Jan-2020
	31-Jan-2020
	4

	Reporting of findings 
	3-Feb-2020
	04-Feb-2020
	1

	Project proposal 
	5-Feb-2020
	12-Feb-2020
	7

	Project approval 
	12-Feb-2020
	14-Feb-2020
	2

	Milestone
	
	
	

	Project Planning 
	
	
	

	[bookmark: _Hlk39319554]Timescale 
	17-Feb-2020
	19-Feb-2020
	2

	WBS
	19-Feb-2020
	21-Feb-2020
	2

	Resource allocation 
	24-Feb-2020
	27-Feb-2020
	3

	Milestone
	
	
	

	Project Execution 
	
	
	

	Sourcing of external trainer
	28-Feb-2020
	06-Mar-2020
	7

	Training of trainers 
	9-Mar-2020
	20-Mar-2020
	11

	Training of all staff 
	23-Mar-2020
	10-Apr-2020
	18

	Workplace implementation of lean methods
	26-Mar-2020
	16-Apr-2020
	21

	Milestone 
	
	
	

	Project Control 
	
	
	

	Evaluation of workplace lean methods 
	26-Mar-2020
	16-Apr-2020
	21

	Compiling of findings 
	26-Mar-2020
	16-Apr-2020
	21

	Communication of findings to stakeholders
	02-Apr-2020
	17-Apr-2020
	15

	Milestone
	
	
	

	Project Closure 
	
	
	

	Recommendations and reporting
	20-Apr-2020
	24-Apr-2020
	4

	Filing and closure 
	27-Apr-2020
	29-Apr-2020
	2

	Milestone 
	
	
	



Project team 
	Role 
	Description 
	Responsibility 
	Reporting to 

	Project sponsor 
	The project sponsor is the hotel managing director
	Provision of direction to the project team
Provision of required resources 
	Stakeholders 

	Project manager 
	Hotel HR staff
	In charge of all project related activities 
	Project sponsor
Stakeholders 

	External Trainers 
	From SGS UK Ltd
	Training of trainers 
	Project manager 

	Internal trainers 
	Departmental managers and supervisors 
	Training of all employees in the organisation
	Project manager 



Communication plan 
	Role 
	Audience 
	Purpose 
	Communication channel 
	Frequency 

	Project sponsor 
	Project team 
	Authorisation of the project. Communicating the purpose of the project and motivating the team
	Meetings
	Monthly 

	Project manager 
	Project team 
Project sponsor
	Directing various tasks to be undertaken. 
Updating the project sponsor on the progress
	Briefings 
Emails 
	Weekly 

	Project team leaders
	Project manager 
	Updating project manager on progress of assigned tasks
	Briefings 
	Daily 



Risk management 
Project risk assessment register 
	Risk 
	Impact
	Mitigation 
	Risk level
	Risk Owner

	Overstretched time 
	Delays in completion of some activities 
	Timely starting and completion of tasks
	Medium 
	All 

	Excessive use of financial resources 
	Increased costs for external training.
	Use of incremental budgeting process 
	High 
	Project manager 

	Lack of implementation 
	Resistant of staff to change 
	Supervision and monitoring of the project recommendations 
	High 
	Managers and supervisors 



WBS
This project was subdivided into various tasks and sub tasks which were performed according to the defined time schedule. This is defined by the WBS shown in the appendices section.
[bookmark: _Toc39347054]Communication of project plans with colleagues and stakeholders 
There are several methods of communication that can be used during project planning to ensure that every team member and stakeholder in up to date with the information about project planning. Communication during project is important for ensuring that stakeholders keep informed properly and consistently concerning the project status, progress and impact (Horine, 2013). As there are different methods of communicating to project members and stakeholder and these can be emails, video conferencing, telephone, meetings and briefings.
This project used emails and meetings to communicate to project members and stakeholders. During project initiation, memos were sent to all involved in project concerning the project plan and the commencement of the project. The memo below was used in informing the members about the project.
INTERNAL MEMORANDUM
FROM: Project Manager 
TO: Stakeholders and team members
Date: 13 Feb 2020
Lean Management Training Project
Following the need by the hotel to introduce a continuous improvement processes in the hotel’s operations, the hotel has hereby planned to introduce lean management in the hotel operations. 
The project will involve training of all staff on lean management following a training of trainers that will be undertaken by a reputable external trainer. Following their successful training, the trainers will be training members of staff in their respective departments after which they will be able to implement the lean methods in their respective work stations. In order to ensure the success of this project, it has been planned as follows;
· The project is expected to take a period of 3 months as defined in the attached Gantt Chart  
· The project has been broken down into various tasks and subtasks as defined by the attached WBS
· The expected budget for the project has been proposed at £1900.
· All staff members in the hotel will be expected to undergo this training 
You are hereby informed that project execution will officially commence on 27 Feb 2020 and all members are expected to attend a brief meeting on the material day of start prior to commencement. 
[bookmark: _Toc39347055]Implementation the project plan
The project was implemented following the Projects in Controlled Environments (PRINCE2) methodology. This is a structured project management technique which is based in best practices by focusing on the management aspect of the project. It was chosen because of its aspect of best practice, rationale and products focused, ability to control and ensuring learning and development (Hedeman, van Heemst and Fredriskz, 2010). 
Project implementation 
Sourcing of external trainer
Various organisation which offer short professional trainings on Lean Management were researched and conducted for their terms of service. Following consultations amongst project team members, the project manager settled on SGS UK as the most suitable organisation to offer the training services to hotel internal trainers. 
Training of trainers 
The use of TOT approach was chosen due to its affordability to the project cost. This is because, since the external trainer charged per person, the project team resorted to training a few senior members of staff who would in turn be used in training of the whole organisation. Trainers included the selected hotel staff at supervisory and management levels from all departments within the hotel. These were selected to ensure that despite being able to train their subordinates, they will also be on the ground to ensure that lean methods were being implemented in all work stations. 
Staff training 
Upon completion of their training and subsequent certification by SGS, the internal trainers who consisted of managers and supervisors in all departments of the hotel embarked on training of their subordinates. Training involved both theoretical and practical training sessions where staff members were supposed to simulate the lean methods leaned during their class sessions. This training took a period of 2 weeks in order to cover all the areas of lean methods required including 6 sigma, visualization, set up workshop, teamwork management, 5S, shop floor management and waste management. 
Implementation of lean methods 
Following training on both theoretical and practical aspects of lean methods, all employees expected to implement them in their various working stations. This was done under strict supervision of the managers and supervisors to ensure that all processes happened according to the taught lean methods.
Control stages
Task monitoring 
Each member in the project team was assigned specific role to play. As such, members were in charge of tasks and subtasks which they ensure completion and reporting to the project manager. This saw holding of meetings on a daily and weekly basis where members gave their feedback on the progress of their tasks. The reporting used Kanban Boards during which what was supposed to be done, was had been done, what had not been done, what was in progress. Information on Kanban Board below shows the feedback done during the meeting on 27 Feb 2020.
Complete
20 Feb 2020
In progress
Pending 


Main Task
· Project Execution
· Project Control
· Project Closure
· Project Planning 
· Project Initiation


· Timescale 
· WBS
· WBS 
· Resource allocation 

Sub-tasks




Monitoring of change 
Implementation of the project called change management in the methods where the introduced changes were evaluated and validated prior to incorporation into the hotel SOPs. As such, during implementation of change, the impact of lean methods on the productivity of the hotel was observed and recorded in terms of hours worked, the amount of work delivered as cost of utilities, material and time. 
Deliverables 
The project considered end of each task as the delivery. As such, this was reported in a meeting attended by all project members. Reporting on performance on different stages was done by respective team members in terms of what has been done, the involved members, how it was done as well as risks and challenges faced. The meeting then discussed on the action plan for improvement of the incoming project phases to ensure efficiency in management of resources. 
Reporting and Recommendations 
Upon completion of the project, the findings were compiled and presented to the project stakeholders. This was done through use of presentations in a meeting which consisted of all project stakeholder as well as project members. The findings were discussed after which recommendations were made for future success of the meeting. This was followed by report where the final draft of the report was created for filing and future references. According to the meeting, it was recommended that a team to be formed to monitor and ensure continued implementation of the project objectives until they were fully integrated into the hotel operations.
[bookmark: _Toc39347056][bookmark: _Hlk38741173]Evaluation of my ability as a project manager 
Upon completion of the project, I carried out evaluation of my abilities as the project manager to be able to understand my performance. The project consisted of 20 members and as such, I formulated a questionnaire which was administered to all project members I interacted with during the project. The questionnaire used is provided as appendix 2 in the appendices section. The findings obtained from my evaluation is shown below.
Findings 
1. How do you rate my leadership abilities as a project manager on a scale of 1 to 5?
	1 Very poor
	2 Poor 
	3 Neutral 
	4 Good 
	5 Excellent

	0
	1
	3
	10
	6


2. Do you agree that my communication abilities played a crucial role in ensuring coordination among different project members?
	Strongly agree
	Agree 
	Neutral 
	Disagree 
	Strongly disagree 

	8
	9
	2
	1
	0


3. How did you find my planning and coordination of the project?
	1 Very poor
	2 Poor 
	3 Neutral 
	4 Good 
	5 Excellent

	1
	2
	0
	10
	7


4. Did you see team player in me as a project leader?
	Yes 
	No
	Don’t know

	14
	4
	1


5. Which one of the following project management skills do you think I should improve in future? (Tick as appropriate)
	Skill 
	Respondents
	Percentage 

	Communication 
	0
	0.00%

	Organising 
	1
	5.00%

	Time management 
	2
	10.00%

	Teamwork
	7
	35.00%

	Emotional intelligence 
	9
	45.00%

	Computer skills
	1
	5.00%

	Management skills
	8
	40.00%

	Prioritizing 
	1
	5.00%

	Reporting 
	0
	0.00%

	Interpersonal relationship
	9
	45.00%





Personal SWOT Analysis
	Strengths 
	Opportunities 

	I have good communication skills since I was able to not only communicate through verbal and written forms but I was also able to organise good communication plan to ensure flow of information amongst all project team members 
I am also good in organising activities which enabled me to ensure that activities took place according to plans and time allocated. This is due to time good time management capabilities. 
I am also good in computer skills which enables me to come up with various project related activities such preparation of Gantt charts and WBS as well as other project management tools.
I am also able to well prioritise my tasks to ensure that they get completed in time. 
I also report according to the required format to ensure that the project activities and deliverables are known to all stakeholders. 
	With my communication skills, I can be able to ensure flow of information during organisation of complex projects. 
I can use my good time management and organising capabilities to manage projects that involve many activities and huge number of people.  
My computer skills will also enable me to be able to learn deep project management software which I will be able to utilise during complex project management. 
I will also be able to report to various stakeholders about different future projects I may be involved in. 

	Weaknesses 
	Threats

	I am not excellent at teamwork since at times I find myself being selective of the type of members to work with. 
I am not good at interpersonal skills and in addition, I find it difficult to emotionally work with all kinds of people since I find to handle people during some kinds of emotional situations. 
I also do not have all the management skills required in managing people of different backgrounds. This is because I lack vital skills like emotional intelligence, teamwork, delegation and problem solving.
	Lack of proper team management skills presents an obstacle in working with all types of people which is inevitable in project management.
As a leader and a manager in a project, I need to have emotional intelligence that will enable me to handle all kinds of staff with different emotions and hence lack of this skill hinders me from doing that making a poor leader and manager 


  



[bookmark: _Toc39347057]Self-development plan to improve my performance in managing projects
	Personal objective 
	Current proficiency 
	Target proficiency
	Development opportunities 
	Judgement criteria
	Timescale 
	Evidence 

	Teamwork 
	Communication, organisational, planning and prioritizing 
	Conflict resolution, decision making, problem solving and
	I will attend teamwork and teambuilding activities organised by various institutions  
	Feedback from friends and colleagues
	In 3 months-time 
	Appraisal form

	Emotional intelligence 
	Self-confidence 
	Self-awareness, self-regulation, self-control and conscientiousness
	Continued practice on my emotional intelligence skills
	Feedback from friends and colleagues.
	5 months-time
	Appraisal 

	Interpersonal skills 
	Self-confidence, giving feedback   
	Relationship management 
	Continued practice by interacting with different people
	Feedback from colleagues
	6 months
	Appraisal form

	Management skills
	Leadership, communication, organisation, planning and coordination 
	emotional intelligence, conflict resolution, teamwork, delegation and problem solving
	Continued management of projects 
Working under mentorship of experienced managers
	Feedback 
and appraisal
	1 year-time
	Appraisal form and promotion



[bookmark: _Toc39347058]Conclusion 
Project management is a field that requires use of a wide range of skills. A project involves various stages from the stage of its initiation to closure and hence it requires comprehensive planning to ensure effective and efficient use of resources. In order to accomplish this, project managers need to have a detailed knowledge of project management tools and techniques such as WBS and Gantt charts as well as PERT models and critical path analysis to manage and use time and resources in an effective manner. The art of managing various project members and stakeholders involved in the project must be ensured through the managerial abilities of the manager which means people management skills and other supportive skills should be extensively used. There is also a need for a project to follow a specific project management methodology to ensure that all required steps are accomplished. As such, the complex projects need to be broken down into a series of tasks and subtasks which are achieved in specific allocated short times to ensure all project details are handled. It is also important that after the project completion, project managers should undertake self-assessment as far as project management is concerned to ensure that they understand their competence level in this area so as to know where to improve their skills for future projects.
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Appendix 1: Gantt Chart
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Appendix 2: WBSLean Management Training Project




Appendix 3: Questionnaire
Questionnaire
6. How do you rate my leadership abilities as a project manager on a scale of 1 to 5?
1 Very poor
2 Poor 
3 Neutral 
4 Good 
5 Excellent






7. Do you agree that my communication abilities played a crucial role in ensuring coordination among different project members?
Strongly agree
Agree 
Neutral 
Disagree 
Strongly disagree 






8. How did you find my planning and coordination of the project?
1 Very poor
2 Poor 
3 Neutral 
4 Good 
5 Excellent






9. Did you see team player in me as a project leader?
Yes 
No 


10. Which one of the following project management skills do you think I should improve in future? (Tick as appropriate)
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