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Executive summary
Our Project Management course led us to undertake a challenging project: creating visual content to promote employee award benefits at Specsavers in Cardiff, UK. Despite our lac of experience, we applied various established project management tools and strategies to achieve success. We followed Tuchman's stages of group development, used Belbin's team roles, and held frequent meetings for effective collaboration—a Quad chart for shared insights supported our project plan. An interview with the Specsavers' manager provided crucial information. We used SWOT analysis and the Risk Analysis Grid to manage risks. Quality assurance was a top priority, with regular updates and stakeholder feedback. A RACI matrix clarified responsibilities, and a Gantt chart ensured we stayed on track. Belbin's questionnaire helped assess team performance and guide task allocation. We overcame challenges together, with team members contributing their unique skills. Despite being inexperinced, positive feedback from our teacher and peers validated our success. This project taught us important lessons, helped with project management skills and setting us up for future project plan. In conclusion, our project displayed our effective use of project management tools and strategies. We achieved our goals, learned crucial lessons, and developed essential skills for future project success.
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[bookmark: _Toc145463941]Introduction

This report has been prepared for the module Managing Projects in the Organisations, and the Course lecturer is Julie Thomaso.  So that we can complete the assignment on time. Using resources in the library catalogue, on Google Scholar, credible project management websites and related articles. The report's purpose is to present a critical analysis and provide information on how the tools and techniques are used for managing a project in the workplace (Eve, 2007). This is essential for the employees' motivation, productivity, and efficiency. We also communicated with our stakeholders about the project outcome. The Belbin team effectiveness model suggests that everyone works together to achieve a common goal (Fatahi & Lorestani, 2010). We managed to speak to Jason, the manager of Specsavers. Jason showed us a detailed video presentation explaining the Specsavers employee awards program. All the data we needed for the project was provided by him, so he was a big assist there. 
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[bookmark: _Toc145463942]Assessment of Project Management Tools and Techniques
Project management tools and techniques are an essential part of any project. Many project management tools and techniques are used to make the project successful and for tasks and resources to work well. The main goal was to ensure all the project's tasks run smoothly. This also benefited from praising and thanking staff members for their hard work. These tools and techniques help develop an effective project plan, define project goals, and break down these goals into smaller manageable tasks (Kerzner, 2019). This is about recognising what needs to be done, using resources correctly, and understanding how things in the project are interdependent. The project was based on a set of guidelines called the Project Management Body of Knowledge (PMBOK). These guidelines helped the project team when they started, planned, did the work, checked progress, and managed the project.

Some of the important tools and techniques are explained below for the project management.

[bookmark: _Toc145463943]Quad chart
Quad chart summarises the project's development and highlights problem areas. The team evaluated the progress of the project in terms of achievements, detecting threats, problems faced and communicating with stakeholders. The Quad chart proved an effective communication tool during team meetings and stakeholder contacts by showing a complete project picture. Using a Quad chart (Ford & Wei, 2015), the group could pinpoint where they would hit a snag or where they might need to devote more time or money. Quad chart is a tool which is used in project management very often. It has four segments, one of which includes the project's objective, the second segment contains stakeholders, the third explains the critical success factor, and the last component uses metrics to measure the success. However, Quad charts have disadvantages in showing detailed information for those unfamiliar with the project.
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This allowed for preventative problem-solving and kept the project on pace. The Quad chart fostered effective stakeholder communication and increased stakeholder awareness and involvement by providing project updates in a simple and good looking.
[bookmark: _Toc139578271]
[bookmark: _Toc145463944]Iron triangle

This is also known as a Triple Constraint or the Project Management Triangle, a framework used to describe the relationship between three interdependent factors, i.e. cost, scope, and time (Pollack et al., 2018). The Iron Triangle shows that when you change one thing, it affects the other two. It helps set clear, realistic, and doable goals so people can see how different factors can make a project challenging and decide to stay on course. However, this tool has a drawback: it doesn't let you make adjustments and concentrates on what you produce rather than the final results.
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[bookmark: _Toc145463945]Gantt Chart 

The Gantt chart was like a timeline that showed how our project was progressing and when vital things needed to be done. It helped us divide the project into smaller tasks with deadlines, making it easier to manage. This chart also kept us organised and on track with our project goals by showing us what needed to be done and when (Huang et al., 2009). We could see how it might change the project when unexpected things happened by looking at the chart. This way, we can think about an alternative plan. The team members will know the task quickly and then see which one is more important and where the problem can arise. They can use their resources the right way.Top of Form
When teams know which tasks depend on each other, they can see which ones are important and where problems might arise. This helps us to use our  resources the right way. We can also use this tool to talk to people who are interested  about the project, making it easier for everyone to work together.

This method has some problems. If the project is big and complicated, the chart can be complicated with many tasks and lines. It can be hard to understand or change. Also, if things change unexpectedly, it's not easy to adjust the chart. Plus, it doesn't tell you what you need for the project and takes a long time to update.
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Work Breakdown Structure (WBS) 

We used a technique, WBS, to make our project easier to handle. The Work Breakdown Structure (WBS) played an important role in dividing tasks, making it easier to understand the
job roles and distribute responsibilities. This helped us to allocate our time, resources, and effort. We broke our whole project and made it into smaller parts. We also set smaller goals to track our progress (Globerson, 1994).
[image: ]

With WBS, team members knew what they needed to do. We sorted tasks based on our importance. WBS also helped us find problems early and allocate resources properly if required. This way, we could fix issues and keep the project on track. 

[bookmark: _Toc145463947]Risk Management Strategies

One big reason the project was successful was that we were careful about managing risks. From the start to the end of the project, we looked for potential hazards and solved any problems. This helped us ensure that no issues can create problems, re-scheduling tasks or delay the results. We did a detailed check to find risks, how likely these can happen and how to solve these risks. We also stayed alert for trouble and made alternative plans ready. Our systematic way of dealing with risks helped keep the project going smoothly with few problems (Gagliano, Grimaldi & Rafele, 2015).

When we look at the project management tools and techniques, it becomes clear how important these were for our success. The Gantt chart, Work Breakdown Structure, Quad chart, and risk management gave us good information, helped us plan well, and allowed us to solve problems. These techniques improved how we organised the project, managed resources, and reduced risks, ensuring our project was successful.

Several parts of risk management, such as assessing risks and coming up with ways to deal with them, were done with the help of the Risk Management Process Model (Srinivas, 2019). The project also used flexible methods and convinient ways of doing things. In meetings, team members discussed their work, got advice, and made necessary changes. The most common tools for understanding problems in project management are the Checklist analysis, SWOT Analysis, and Questionnaires.
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[bookmark: _Toc145463948]Stakeholder Analysis

Looking at who is involved in a project can be helpful. There are two types of stakeholders. Internal stakeholders are Specsavers employees: Manager, HR team, and executive leadership. External stakeholders are the University, suppliers, students, employees' families, and Specsavers customers. The project's stakeholder analysis is given below: When we look at these stakeholders, we can see potential issues, lower risks, and improve the chances of success. This happens when we consider what these people want and include them in our decisions (Ndlela, 2018).
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[bookmark: _Toc145463949]Communication of Project Plans to Stakeholders

We planned to talk to the stakeholders, who were involved in making the project successful. The team wanted to make sure everyone was involved and informed. We talk openly and honestly with stakeholders. We made sure to keep them informed and appreciate theie feedback. We used a RACI (Responsible, Accountable, Consulted, and Informed) matrix, which is, according to Costello (2012), a straightforward and efficient approach to outlining responsibilities. We worked as an effective team. If anyone faced any problem, we helped each other. It helped us to identify who the important people were, what they needed from this project, and how we could communicate with them.
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We used digital tools like WhatsApp, Facebook messenger, Microsoft Teams, YouTube and Google drive to keep everyone updated. These tools let us share information quickly and show 
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how the project was going. Individual performance is also appreciated as it is valuable for overall goals (Arifin, Nirwanto, and Manan, 2019). 


We planned to talk to different stakeholders. This plan said what to manage communication and how often to share updates. We informed our stakeholders from time to time about our project's progress. We also asked for feedback from our stakeholders. This helped us to get the information to improve our project. We regularly sent them newsletters and updates, which told them about the project and praised team members who did outstanding work (Gibson, O'Leary and Weintraub, 2020).

[bookmark: _Toc145463950]Evaluation and monitoring

The monitoring phase checks if the project is going as planned and if we are completing tasks (Langfred, 2000). We looked at what we wanted to do, what we did, and what we achieved during the planning stage. If we do not meet our planned goals, the project will fail. Project evaluation is about deciding if the project is successful and if it provides value to the client when it is done (Landau, 2022). It helps us determine what to do next for the project.

After finishing the project, we did a post-implementation review to check whether the project was successful and effective and whether amendments were required. This helps us see if we got the benefits we wanted and if there are things we can do better next time (Dogaru & Dogaru, 2015).

We faced some problems during this stage. It is mainly the differences in priorities through process, experiences and opinions (Atkinson, Crawford and Ward, 2006). We may have ignored something important because of time issues for thorough review. We mainly focused on finishing the project in time rather than considering its long-term impact.
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SWOT is a widely applied tool in analysing internal and external environments to achieve a methodical approach and support for strategic decision-making (Galabova, 2019). Strategic factors are important things for a company's future. 

In SWOT, we put these factors into four groups: strengths, weaknesses, opportunities, and threats. When we use SWOT in planning, we want to ensure our strategy matches these factors inside and outside the company well. We can also use SWOT when a new strategy option comes up suddenly, and we need to understand if it's a good idea based on the situation.

[bookmark: _Toc145463952]PESTLE analysis

PESTLE is a strategic planning tool used to evaluate the impact of political, economic, social, technological, environmental and legal factors might have on a project. It involves an organization considering the external environment before starting a project. It is a good way of
ensuring one has captured all potential risks and issues (Rastogi & Trivedi, 2016). 



[bookmark: _Toc145463953]Future Improvements

Even though we worked hard to keep the risk low, we had many limitations, as we were inexperienced in project management. We tried to execute our plans correctly, but due to limitations like inexperience, use of resources, and differences in opinions, we could not put 100% effort into the project, but we learned as we went through. Next time, we will look for risks, keep an eye on these, we will ask for more feedback and involvement from stakeholders, manage better relationships, work accordingly with anyone involved, and have plans to face unexpected issues. Good leadership and clear communication are important for a successful project (Galli, 2021). Therefore, team members will continue to get training to share project ideas, involve others, and make sure everyone works well together. 

We will keep learning how to manage projects well and stay updated with the latest methods and tools to ensure we use the best ones. By looking at these tools, we can make future projects work even better (Kaplan, 2005). 

The McKinsey 7S model was created by McKinsey & Co in the late 1970s to help organizations find out why they were having problems and come up with ways to make things better. It's like a tool to figure out what's causing issues in a company and how to make it work better (Channon & Caldart, 2015).
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Conclusion
The Specsavers and our team worked together to understand employee award benefits. We used tools like the Work Breakdown Structure, Gantt charts, Quad charts, Stakeholder analysis, Communication of Project Plans to Stakeholders, Evaluation and Monitoring and Future improvement to manage the project well. Clear and regular communication helped to keep both sides updated. We also used Risk management techniques, such as risk analysis, the Iron Triangle, and SWOT analysis, which are important for finding problems and making alternative plans to solve the issues and keep the project on track. In conclusion, we used the right tools to complete the project smoothly, and it was Successful. We also celebrated our success on the presentation day.
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