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Introduction

Project management is the process of applying key principles using knowledge, experience and skills to help reach targets. (Axelos, 2019). It is a critical process with the application of tools to define deliverables and techniques to ensure a successful outcome through monitoring and control. (Harned, 2019). 
The use of management tools has been utilised through the project with Cardiff Muslim school, a full time, independent school of faith. It facilitates for both boys and girls. The school is not funded by the government and is a non-profit charity. (CMPS, 2018). 
A group of five members have taken up a project with the school where they have been given the task to create a workshop for school counsellors and fundraise for their charity event. 
A project life cycle is the description and process of high- level techniques to deliver a successful project. It helps come up with ideas, define goals and plan ahead with a full guide to the finish line. (Lucid Chart, 2017). There are five stages to the cycle: initiation, planning, execution, monitoring and control and closure. (Office Timeline, 2017). 



















Main Findings

Initiation 
Initiation is the first aspect of the project life cycle, where the purpose of the project Is identified and developed. A team is made up to complete the tasks. (Ray, 2018). 
To start off the school’s project, the project team held a meeting with deputy head teacher and through this opportunity, full details regarding purpose, benefits, objectives, rules and regulations were discussed, and confirming deadlines. To help with project management, the team selected a manager, helping ensure project is running on time, goals are met and provide direction. (Villanona University, 2019). To set up the project, the team used a quad chart, a simple, effective tool that aids with communication and planning processes. It is made up of four categories, scope (aims and objectives), stakeholders, critical Success factors and secondary benefits, referring to the proposed outcome and measures of success. (Chegg Study, 2019). 

The quad chat on the school identified the purpose of the project, which is to create a workshop and fundraise for the school and other charities. Some of the stakeholders are parents, teachers and children. The desired outcome is to raise £4000 and one of the secondary benefits is building higher profiles for the school. Raising awareness and educating children on leaderships skills are the measures of success. 
A disadvantage to the tool is that data may be oversized, causing misleading opinions on data. Attempting correction could result in information becoming less useful. (Enotes, 2019).  

Planning 
This is the second stage of the cycle, where formal plans are launched, establishing the highlighted goals, helping identify purpose, look at measurable objectives and success criteria, and any risks and requirements. (Maven Link, 2019). Stakeholders are identified and communication methods finalised. (Open Text BC, 2019). 
The team used a stakeholder analysis to identify their stakeholders. It considers the level of power stakeholders have on the project, and prioritise them, understanding their behaviours to win their support for organisational purposes. (Mind Tools, 2019). 

Some of the stakeholders identified from the analysis, with high priority are teachers, parents and children. They invest in school fees, work for the school, whilst children attend. They will bring in more supplies through fundraising, providing teachers with more teaching resources and the children will bring in the funds. The methods of communication chosen were Watsapp, Facebook, and through many posters designed by the team. 
Limitations to this analysis is that it needs regular updating, as interests and power of stakeholders can quickly change. It is also nearly impossible to please all stakeholder demands completely. (12 Manage, 2019). 
The McKinsey 7s model, can be used within this phase, as it is a framework designed to address the organisation’s co-ordination, not structure. (McKinsey, 2019). It looks at seven internal factors: structure, skills, strategy, shared values, styles, staff and systems. They can be joined together for more effectiveness, and are interconnected, so an alteration to one will affect the other factors. This helps gain a clear idea of impacts on actions. (Strategic Management Insight, 2013). The school project has shown this suggested link within the planning stage, during the charity week, where team members had offered to help with the activities. Each member identified their strengths and experience on the activities to understand which event they can successfully participate in, what they were comfortable with, when and how they would get to the school. These factors were linked, as a cancellation on attendance would result in less staff available for the event, lack of trust developing and poor presentation skills. 
Execution 
The execution phase is the third part of the cycle and the longest phase, involving deliverables being constructed. It follows a set of guidelines to achieve the deliverables. (Goulden, 2017). Organisations generally have defined policies regarding managements of communication, and these become process assets. (Shenoy, 2019). 
To organise project deliverables, the team applied the work-breakdown structure (WBS), providing a visual aspect of detailing deliverables, using a hierarchy system to provide milestones that simplify them into manageable ones. (Plan View, 2019). There are two types of approaches, top-down and bottoms-up, aiming to gain insight, teach and develop, and leadership system that favours the whole company. (Smart Sheet, 2018). The top-down analyses risks by collecting historical data from internal failures and is led from the upper-level members of the organisation. (Simpli Learn, 2019). The team used the bottoms up approach which is where decision and processes begin from lower levels of company, working its way up. All employees are engaged and communicating regularly. (Clarizen, 2018). 


The five deliverables identified for the school project are fundraising, awareness and marketing, monitoring and evaluation, volunteering and workshop. The volunteering came with the most tasks including Nerf gun games, bake sale and penalty shoot outs. This is an identified strength as parents wanted to feel more involved with the school, and the activities allowed them to take part which is an opportunity for them. The strength and opportunity are two aspects of the SWOT analysis, a framework evaluating competitive positions and developing strategic plans. It accesses external and internal factors. The other two factors of the tool are weakness and threats. (Grant, 2019). 


Monitoring and control 
Monitoring and control aspect of the cycle involves tracking performance with management activities. Project managers create measurements for performance to ensure all tasks are completed on time and within guidelines. (Grey Campus, 2019). Progression is monitored regularly through meetings, comparing initial plans with the new data. (BC Campus, 2019). 
To help identify and analyse risks, the team used a risk analysis chart, categorising risks based on probability of occurrence and impacts it would have. It helps plan and come up with alternative solutions. (Smart Sheets, 2019). 

All of the identified risks for the project can be seen on the above chart. One of the risks that showed a high impact on the project and a medium likelihood of happening is not reaching set target £4000 during fundraising. This could be because people are not donating or lack trust. To overcome this, the word about fundraising was spread and social media used to help raise profile and awareness. The project manager took critical measures to ensure all set activities for the workshop where finalised after carrying out health and safety checks and adhering to religious factors. Regular monitoring of activities and tasks were also carried out. 
One of the disadvantages of using this risk analysis chart is that only a small fraction of risks might be highlighted and incorrectly rated with other risks, where one may have a higher impact than the other. (Safety Zone, 2019).  
Another tool used within this part of a cycle Is the iron triangle, showing correlations between three important elements, cost, time and quality. It shows how changes in one element affects the other two. (Stakeholder Map, 2019). Using the iron triangle within the project, during the creation of the ‘do not disturb’ sign board for the sponsored silence carried out by the team to raise funds, a board was used to avoid distractions and increase quality of the event. However, it brought up costs to buy the required resources and required more time to buy the equipment and make it. 
To identify certain elements of the school, a PESTEL analysis was carried out. This is a framework used to monitor and analyse external factors that impact an organization and its performance. The six factors associated with this tool are political, economic, social, technological, environmental and legal. The political element of the tool refers to government policy, corruption labour law and political stability. (B2U, 2016). Implementing this element into the project, The Guardian (2017), states that a lot of Muslim schools are failing to meet the necessary Ofsted requirements, also a legal requirement. This could portray evidence of racial discrimination against the Muslim community, as the statement only refers to Muslim schools as a point of concern. Cardiff Muslim school is doing what is required to meet standards, as recent reports have shown that most of Ofsted requirements have been fulfilled to provide children with the education they deserve. (Estyn ,2018).  
Evaluation 
Evaluation is the closing phase of the cycle, where final deliverables are produced and a reflection on performance quality is carried out. Managers will need to consider what went well and what did not. (Lucid Chart, 2017). Points to consider are whether deadlines and goals were met. (Pavlov, 2019). 
To help reflect on experience, the team used Gibbs’s Reflective Cycle, consisting of five stages, helping to examine experiences, allowing room to learn and plan from experience and improve for next time. (The University of Edinburgh, 2019). Due to high level of activities and required tasks for the deliverables, a scheduled task would help to manage time more effectively, so a Gannt chart was used.
A Gannt chart is a tool used for planning and scheduling of tasks associated with a project. It defines deadlines and produces a timeline, showing how far the team have gone and whether they are on schedule or not. (APM, 2019). 



The Gannt chart created by the team shows the organised tasks and activities, such as volunteering activities, sponsored silence and workshop preparation. All of the tasks were aligned in accordance to the link with the deliverables. The chart shows how long they have for each task to stay updated. As the chart shows, all tasks were completed successfully on time, without any issues. 
The advantages of using this chart is it helps set realistic time frames based on resources and time. It is visible for all employees, allowing everyone to see the status of their project and plan ahead. (Project-Management, 2018). The drawbacks, however, is that it needs to be updated frequently as the project progresses, and the bars on the chart do not display the amount of work that is required for each task. (Donnelly, 2019). 
A tool that can be used instead of a Gannt chart is a network diagram, a map structure that uses various different symbols to show connections within tasks. This helps plan effectively as the links are easily visible. This is a convenient tool as it provides a visual presentation to see how the links are made up. (Smart Draw, 2019). 
Reflecting on the team performance, the team found they were confident working as a group and independently. There were regular communications, where all members could provide any required updates. Everyone portrayed their own skills and experience during the activities. However, the main issue identified was the school providing last minute dates for assemblies and other activities, which not all team members were able to attend because of the time it would take to get there and personal commitments. 
Soft skills are interpersonal and communication skills. Examples are teamwork, leadership, creativity and adaptability. (Indeed, 2019). Hard skills are the required set of skills for a job, acquired from training and education programmes. Examples are analysis, accounting, editing and construction. (Doyle, 2019). The soft skills that the project team gained were improving team working skills, collaborating ideas and experience, and improving decision making skills. The hard skills gained were feedback from children after the workshop about how much they learnt enjoyed. Also, a certificate was handed out for the money that was raised for the school. 





















Conclusion 

To conclude, the report showed quote charts helped plan process is and aid with communication. (Chegg Study, 2019). Stakeholder analysis helped to highlight the stakeholders and finalise ways to keep in touch with them. (Mind Tools, 2019). Bottoms up approach allowed the team to categorise the deliverables for easier planning and preparation. (Clarizen, 2018). The use of risk analysis chart showed risks with high impact so actions can be readily prepared. Using a Gantt chart helps manage time effectively and plan ahead of activities. (APM, 2019). 
for further team development after the reflection process, ways of improvement, is setting more time aside to rehearse workshop activities as, after all the preparations done one activity was left out because too much time was taken in the beginning. Also, having a different project manager can bring in new ideas and techniques to see how things could be done differently. 
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