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Executive Summary
This report provides an overview of the importance of project management tools and techniques when managing a project within the workplace. It demonstrates the importance of project planning and draws upon a range of recognised tools and techniques. The researcher has shown how their projects plans were shared with stakeholders and an overall evaluation of the researcher performance and attitude throughout a project, a self-development plan has been compiled and recommendations for future projects.
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Introduction
The main purpose of this report is to critically access project management tools and techniques within a workplace. The researcher will analyse specific tools and demonstrate their ability. The researcher will demonstrate their ability to communicate with stakeholders and how this can be implemented in a workplace. Finally, the researcher will evaluate their own personal ability to manage future projects.
















Findings
The researcher has established a number of tools and techniques to manage a project in the workplace.
Quad Chart – The name QUAD is given because the chart id divided into four sections, Purpose, Stakeholders, desired end result and measures for success. The chart is used to document ideas making them easy to understand and follow. The Chart was developed in early 2000s by Edraw Max; a diagramming software, according to Ford and Wei (2015) the chart has become increasingly popular in management, the chart has four categories to communicate information to the audience that contains decision making, the chart breaks down data in a simple clear way.
Project Life Cycle – This also has four stages initiation, planning, implementation, and closure. This tool can be used regardless the size of the project the researcher believes a good understanding of project life cycle would be very beneficial in any future projects undertaken. Some methodologies also include a fifth phase—controlling or monitoring (Lucidchart.com. (2017). The key staple in this cycle is the project report to ensure the projects objectives are met. Project life cycle are the foundation of actions that should be performed. Approaches are plan driven to adaptive driven depends on the scope of the project. (Baker, Baker and Campbell, 2003)
Iron Triangle – This concept was created in 1980 by Dr Martin Barnes, the triangle demonstrates three main objectives quality, cost and time. The triangle demonstrates that quality cost and time are interrelated, focusing or fixing one point of the triangle impacts the other two points. (Lock, 2007).
Risk Analysis - As observed by Lavanya & Malarvizhi (2008) risk Analysis involves assessing how project outcomes and objectives might change due to the impact of the risk event. Once the risks are ascertained, they are analysed to identify the qualitive and quantitative impact of the risk on the project so that correct steps can be taken to mitigate them. (Lavanya and Malarvizhi, 2008).

The researcher has used a number of project management tools and techniques in previous projects to plan and implement the project.
Gantt Chart – “The first Gantt chart was devised in the mid 1890s by a Polish engineer Karol Adamiecki, who ran a steelworks in Poland and had become interested in management ideas and techniques. Fifteen years later Henry Gantt, an American engineer and project management consultant, devised his own version of the chart and it was this that became widely known and popular in western countries.” (Gantt.com. (2019).
This helps plan a project from start to finish, the tool helps to visualize a project and schedule important tasks. Making sure a timeline in set. By creating a Gantt chart, the researcher was able to set a start and end date. Task were set making sure they didn’t overlap with anything else. Specific tasked were created for certain teams' members with strong skill set in a specific field to ensure they achieved their goal. The Gantt chart displayed all the information clearly for the whole team to access at any time. (ProjectManager.com. (2019).  By using a Gantt chart, the researcher was able to free up time to focus on other tasks, delegate effectively with the team and become more flexible within their roles.

Work Breakdown Structure – This is a crucial part of planning any project by setting clear goals, this tool will help a project manager breakdown larger projects into more manageable tasks. By creating a WBS will allow a project manager to focus on the main objectives and measurable milestones. The Tree Structure is the most popular format for the Work Breakdown Structure. It is easy to understand however, it can be difficult to create without the right computer system. There are specific apps like Microsoft Word or SmartArt graphics to help design and create this organizational chart structure. (Project Management Docs. (2019).
The researcher worked on a homeless project on behalf of Sameera foundation with four other team members.
Sameera Foundation - “Aims are for the poor and the needy” (Sameera Foundation. (2019). 
The main purpose of the homeless project was to arrange awareness of the Sameera foundation and the work they do and to collect as many donations as possible for such a worthy cause. Donation could be food clothing or money and would be distributed throughout Swansea and Cardiff. The researchers team chose a mission statement for the project which they believe to be true and relevant to the situation and circumstances they have seen people living in.
“In 2019 nobody should be homeless everyone should have a roof over their head, a hot meal every day and access to clean hot water.”
The researcher and team used a number of tools and techniques to help Facilite the project. The risk analysis helped determine the prioritise specific task that might have an impact on the project. Risk analysis is the process of identifying and analysing potential negative issues that could impact a business initiatives or critical projects in order to help organizations avoid or mitigate those risks. (SearchSecurity. (2019).
The researcher and team created A network diagram for the Sameera foundation homeless project, this was visual representation of the project. It mapped out the structure of activities that needed to be completed by the team. By creating the network diagram, the team were able to follow the simple instruction to achieve all the project goal.
Network diagrams have lots of benefits
· Planning the structure of a home or professional network
· Coordinating updates to an existing network
· Reporting and troubleshooting network problems
· To comply with PCI or other requirements
· As documentation for external communication, onboarding, etc.
· To keep track of components
· Sending relevant information to a vendor for an RFP (request for proposal) without disclosing confidential information
· Selling a network proposal to financial stakeholders
· Proposing high-level, syslog infrastructure changes
(Lucidchart.com. (2019)

To run a sustainable project, it is important to think about different types of relationships had with any colleagues or team members involved in the project. Anyone that’s involved is referred to as a stakeholder. (Lucidchart.com. (2019)
Planning a project communication is key making sure all stakeholders are involved at all times. By creating a stakeholder analysis this will help a project manager identify the main people in a project and understand their level of interest and influence in the project. A stakeholder analysis will determine how involved each individual would be throughout the project. Without a stakeholder analysis key investor’s in the project might not feel fully involved or share the project values. During the Sameera foundation homeless project the researcher created a stakeholder analysis this helped prioritize the importance of each stakeholder and their perspective.
During the Sameera foundation project regular meetings where held with the team and stakeholder to ensure the champion was fully aware of everything. Clear instruction was given at each meeting to ensure the main goal was achievable. Everything was documented and the team could communicate informally via a WhatsApp group. The team look at a number of communication tools like Microsoft team, Slack, Hip chat and Stride But agreed WhatsApp was convenient, it allows users to collaborate in real time sending text messages and voice messages, make voice and video calls, and share images, documents, user location.

Evaluation 
The researcher believes to have a modern management style, “According to political science professor Dr. Yasin Olum, modern management is the era of management that began in the 1880s and 1890s with Frederick Taylor, who argued for the abandonment of old management practices for empirically backed best practices. To maximize productivity, managers must understand the latest best practices.” (Bizfluent.com. (2019).
 While the researcher volunteered at the Sameera foundation homeless project she felt she encouraged the other team member to promote good work ethics. By helping the team leader facilitate the project throughout, the team managed the achieve all their goals and the project flourished. The researcher felt she collaborated well with all the team members and project champion. The researcher believes she is self-motivated in projects or tasks if she shares the same values and beliefs of the project in hand. After seeing how many people the homeless project helped first hand when attending events in Swansea that was rewarding enough.
The researcher followed Mckinsey 7s factor to evaluate her overall ability and performance throughout. The researcher believes she follows the soft approach of Mckinsey’s model.
“Developed by Tom Peters and Robert Waterman during their tenure at McKinsey & Company in the 1970s, this model works well in different types of business of all sectors and sizes, although it works best in medium and large businesses.” (Smart Insights. (2019). 
The researcher believed she was a good team player throughout the project and learnt a lot not just about the homeless project but about different cultures and beliefs. Having the right skill set helped the researcher complete the tasks being flexible, working and communicating well with all the team members and stakeholders. Having all the correct information about the project and being resourceful. The researcher was invested in the project and was keen to give any spare time she had on working with the project it really meant a lot the researcher shared key values with the project and believed she could make a difference working alongside the homeless people. The researcher believed because she shared key value with the homeless project this increased motivation and encouraged the team to gain as many donations as possible to help as many people as they could.















Self-development plan
	Priority
	Goal
	Action
	Evidence of Achievement
	Target Date

	1
	Access mental health support.
	Contact Ruth Cook for support.
	Attend one to one support worker meetings.
	January 2020.

	2
	Organise my time better when it comes to university work.
	Buy a diary to manage university work and family time better, sometimes putting myself before first to ensure I get my work done.
	Achieve all submission deadlines.
	December 2020.

	3
	Attend Study Skills class.
	Find out days and times of the classes, attend at least one class a week.
	Better knowledge and understanding of key topics.
	April 2020.

	4
	Use the library more frequently.
	Take advantage of resources provided by UWTSD.
	Wider range of references.
	April 2020.

	5
	Become more confident during team work.
	Put myself forward for a team leader role.
	Become the team leader in next group task.
	December 2020.


 
Recommendations 
The researcher believes for future project planning communications is key, the researcher will prepare better and gain a better understanding of different stakeholder values and beliefs. 
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