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Submission #1 - Background Information
Company description and overview
Classis Stove Installations Ltd. is a company specialising in the installation and repair of wood burning and multifuel stoves, hearths and factory made system chimneys. 

· Established October 2015

· Managing Director - Dan Rowlands
· Turnover  70K - 80K

· Supply and fit all materials and labour to the domestic market

· Working area SA1 - 7 (Swansea and Gower)
Overview of activities for the scope of the project are as follows -

· Processing customer details and  job details during site visits
· Maintaining a working spreadsheet of materials with costs
· Creation of job sheets for customer details and materials per job

· Creation of estimates for tender based on labour charges and materials

· Creation of invoices 

· Maintaining a spreadsheet of (customer) payments in and payments out (expenses)

Health & safety

The health and safety areas of this project are follows -

· Workplace safety -  Workplace (Health, Safety and Welfare) Regulations 1992 require employers to provide -
· Adequate lighting, ventilation and heating

· Facilities to wash and toilet

· Safe walkways to avoid trips or falls


(Legislation.gov.uk, 2020)
· Computer monitor use for workers who use a computer as a significant part of their normal work - Health and Safety (Display Screen Equipment) Regulations 1992 require employers to -
· Ensure DSE users take adequate breaks 
· Provide eyesight tests
· Provide suitable adjustable furniture
· Implement procedures designed to reduce risks such as repetitive strain injury (RSI).

(Legislation.gov.uk, 2020)
Health and safety for the company as a whole are as follows -

· Working at heights - Installation of stoves will involve fitting a flexible flue liner down a chimney flue or fitting a factory made system chimney. These will require access from ladders or scaffold.
· Working with hazardous materials inc. dust - Personal protective equipment (PPE) is used during installations. 

· Respiratory masks to protect from soot, mortar and stone dust.
· Wrap around goggles to protect from airborne debris such as mortar chippings and metal grinding swarf.

· Steel to cap boots to protect feet from heavy falling weights.

· Hard hat to protect from falling objects.

· Lightweight gloves to protect from chemical irritation and abrasion.

· Full over ear protection from loud noises such as mortar grinding.

· Heavy lifting protocols are adhered to - Heavy weights such as stoves and hearths are shared between two labourers to reduce individual weight and improve method of lifting. Trolleys are also used to reduce lifting during installation.
Parts of the company affected by the project

Areas of work affected are as follows -

· Accounts/bookkeeping 
· Quotations/estimates

· Invoicing

· Company TAX return

Personnel affected will be -
· Managing Director (myself)

· Installation Employees

· Independent Accountant

Marketing, communication and presentation

This project will help make the company appear more professional to clients and potential clients. This may be realised in winning a tender with a new client, winning a tender with an existing client or through being recommended to a new potential client. Areas for improvement are -

· E-mail quotations and invoicing - Presentation, speed of turnaround and accuracy can all be improved. Generated content will speed up the process as well as improving presentation.. e.g. generated pdf and excel format quotes and invoices as well as email.
· Time saved in areas of the business involved with the project free up time for general communication. Speedier response times create more trust and professionalism.
· Clients may leave reviews commenting on the service they received from the company. The more professional Classic Stove Installations appears the more likely it will receive positive reviews which in turn may generate more client/customer interest.
Software and hardware

· Software used for the project -
· Windows 10

· Microsoft Excel

· Microsoft Word

· Outlook

· Hardware used -
· Asus Laptop PC Core i5
· Ricoh SP211 Laser Printer
· Samsung mobile phone (Outlook)

Materials and processes involved

· Site visit and information gathering (customer and job details)
· Input of customer data and materials required to spreadsheet

· Create email quotation (plus excel/pdf if required)

· Create email invoice (plus excel/pdf if required)

· Create customer payments excel sheet

· Create outgoings (materials, wages, other costs) excel sheet
Hours worked on this project
My work schedule for this project is split up into 5 key sections as follows -

· To achieve a basic understanding of the menus, functions and 'quick keys' available in Microsoft Excel. Estimated time taken - 5-10 hrs

· To create weekly/monthly cashflow and profit/loss tables. Estimated time taken - 5-10 hrs
· To improve accuracy and efficiency whilst creating customer details, materials job sheets. Estimated time taken - 10-15 hrs
· To create/set up self generated customer payment information sheets, quotes and invoices. Estimated time taken - 10-15 hrs

· To use data from historic records to highlight trends in cashflow and profit/loss. Estimated time taken - 10-15 hrs

These are only estimates, I fully expect to hit problems that may increase the time taken with these tasks. 
How this project benefits me more widely

This project has been designed to initially help my business with Classic Stove Installations but it will also benefit me as follows-
· It will further my knowledge and understanding of the Microsoft Excel software and it's interaction with Word and Outlook. This will be a valuable addition to my skillset with my future role as a quantity surveyor in mind.
·  I will learn and experience the process of setting up a (work based) project with a set structure, inputs, outputs (outcomes) and time frame.
· I will experience the successes, problems and possible failures of tasks within the project.

Submission #2 - Interim submission 1

What new skills did you learn in the period?

My first objectives for this project were to review my basic understanding of Microsoft Excel menus, functions and keyboard shortcuts (quick keys). I have learnt how to -

· Customise the toolbar

· Customise how excel starts up (which file to start and  automatically in computer start-up if required)

· Change the appearance of toolbars, menus, tables etc.

· Create a desktop shortcut for specific files

· Manage templates and forms

· Navigate the various menus taking note of the content most relevant to my work

· Use new keyboard shortcuts covering aspects of -

· General maintenance

· Formatting data

· Working with formulas

· Navigating, viewing, selecting and entering data
How have you been able to adapt / use the new skills learnt within the work environment?

The main advantage to me so far in learning these skills is that of time taken to use Excel. I have setup a desktop link to my most used startup file, this being a data entry form to show customer details, job details, materials and costings. I have also been trying hard to use mouse navigation less and use keyboard shortcut keys more. This is especially helpful in navigating the form, data entry and general commands.

What was the highlight and why?

I have always been well aware that my knowledge of excel is limited (though having been using it for about 15 years!) so finding functions of excel that I didn't know existed at all that have saved me time and effort has been a highlight.

What part of the task / activity were most challenging and least challenging?

The most challenging aspect for me has been using the excel help menus. It has become quickly apparent how vast the software is. Due to this finding or reviewing 'more basic' functions is somewhat confusing as it is buried in a mass of information. I think the excel help is more useful in finding specific more complex information which I assume will come to at a later stage in this project. 

The least challenging aspect has been reviewing menus in excel with the aim of becoming more familiar with detailed functions within. This, I suppose is a task that can be very structured and linear which suits me. (Perhaps a 'man' trait!)
How are you progressing according to your objectives (learning contract)?

I feel that I have made decent progress so far. I did limit the scope of the initial objectives so to ease myself in to the project. Upon finding out how extensive and daunting excel is I do feel that I will have to restrict this project to 'only' objectives outlined previously with the aim of not becoming sidetracked into other features and capabilities of the software. In my opinion I have completed the objectives to a decent level so far and have spent about the time originally estimated to do so.

Submission #3 - Interim submission

What new skills did you learn in the period?

My next objectives for this project (from Jan 27th to Feb 19th) were to create weekly/monthly cashflow and profit/loss tables. I have learnt how to -

· Create a multi-page (tab) document

· Link this document to my desktop for quick access

· Use formulas to manage numeric data

· Use formulas to manage data between sheets (tabs)

· Use formatting to improve appearance of the document

· Manage my diary to allocate time to update the excel document

How have you been able to adapt / use the new skills learnt within the work environment?

The main advantage to me so far in learning these skills is the ability to always have up to date cashflow information. I am more able to review the profit made over a shorter time frame (one month) rather than in an annual audit. My ability to create usable, easily understood tables and data sets has been improved. It has also been important to improve on my time management in regard to this project.

What was the highlight and why?

Broadly speaking I have known that an up to date cashflow sheet has had to happen at some point. It has been good to have the push to get it done as part of this project and to allocate and plan time to keep it going. I am hoping it will help me when the annual return is due this summer.

What part of the task / activity were most challenging and least challenging?

The most challenging aspect for me has been using the excel templates. Unfortunately (after looking for a substantial amount of time) I could not find a single template that was completely suitable whether within Excel or online with other providers. I had to write the document myself from a blank. I did use other templates for ideas such as 'money manager 2' from Vertex 42. I have also found it quite challenging for this period of the project to find the time required to complete the tasks set.. this is due to work, university and family commitments. 
How are you progressing according to your objectives (learning contract)?

I feel that I have made decent progress so far. It has been a struggle to allocate time to this but I have completed this section of the project to my satisfaction, though I still have not input my actual figures for the business yet. This is an area that I have to catch up on and I realise this may have a 'knock on' effect to time allocation for the next section of the project. Moving on I will either have to allocate extra time or possibly reduce to scope of the total project. I will probably find that I return to the cashflow documents created in this section to make improvements to the functionality at a later date.
Submission #4 - Interim submission

What new skills did you learn in the period?

My next objectives for this project (from Feb 19th to March 9th) were to improve accuracy and efficiency whilst creating customer details and materials job sheets. I have learnt how to -

· Create templates for different job types with common ordered materials and labour charges accounted for.

· Use formulas to -

· make running totals

· grand totals with and without VAT

· calculate projected profit per job

· alternate costings (and profit) for different material choices

· calculate square meterage (and cost) for materials

· add percentage price increases to materials

· Make use of Excel autofill functions for previously saved text and numeric patterns.
How have you been able to adapt / use the new skills learnt within the work environment?

This section of work has been useful for the following reasons -

· I have had to evaluate the efficiency of a method of work that I have become used to using. It has shown that improvements can be made with time taken now to save time (and accuracy) in future. It had highlighted that there is always 'room for improvement'.

· Making better use of structure, formulas and autofill in excel will help me create better excel sheets in future for different applications.

What was the highlight and why?
The highlight has been exploring the use of formulas to speed up the creation of customer job/materials sheets as well as showing more detailed and clear information. This has proven to save me time in working out standardised labour charges and profit. I have also been able to compare two brands of materials to work out added profit.

What part of the task / activity were most challenging and least challenging?

The most challenging parts of this task were -

· Working out a method of recording two options (brands) of materials on the same form and then calculating split materials costs and differences.

· Using quite limited functionality in regard to autofill. I has assumed that Excel was able to do more that it can. I overcame this by creating multiple templates instead.

The least challenging aspects were -

· The evaluation of job sheet creation in respect to time taken.

· Using formulas to calculate totals, areas, profit, price increases and labour. Maths (formulas, algebra) is an area that I am good at so this is straight forward and logical for me.

How are you progressing according to your objectives (learning contract)?

I am happy with progress so far. I had to play 'catch up' a little from the previous task so have lost some time with this task however this task seemed more straight forward and offered quick results. My objective of reducing the time taken for the data collection process has been achieved with the addition of increased accuracy and increased use of that data i.e. Cost comparisons and profit calculations. I will continue to improve on the data collection form from this task with an aim to critically appraise its functionality and usefulness.

Submission #5 - Interim submission

What new skills did you learn in the period?

My next objectives for this project (from March 9th to March 30th) were to create/set up self-generated customer payment information sheets, quotes and invoices.I have learnt how to -

· Use formulas to aid in the generation of customer payment information sheets. With dynamic formulas that change with the initial work schedule I have been able to autofill material quantities that are commonly grouped together.

· Use ‘check boxes’ to flag ‘true or false’ to further link formulas for autofill of data.

· Automatically generate emails from the customer payment/job information sheet. This is extremely complicated so will take more time to complete but basic understanding of the working structure is in place.

How have you been able to adapt / use the new skills learnt within the work environment?

This section of work has been useful for the following reasons -

· I am really starting to see how useful Excel can be when developer level functions are explored. I have been using Excel for over 20 years in a fairly basic way but now realise how much more it can do. The further understanding of its functions will help me construct much more useful (and time saving) sheets in the future.

· Having the ability to create comprehensive excel sheets will also help show a level of experience and professionalism. 

What was the highlight and why?
The highlight has been further exploring the use of formulas to speed up the creation of customer job/materials sheets which in turn can generate emails. I have used dynamic formulas to link the job schedule to commonly used materials (and alternatives). The email generation (quotes and invoices) will potentially save me a lot of time, perhaps even likely to get me more work as I can send quotes in a shorter time frame.
What part of the task / activity were most challenging and least challenging?

The most challenging parts of this task were –

· When I started looking at how to generate emails from hyperlinks it became apparent that my version of Excel could not actually do it! It turns out that I have been happily using Microsoft Excel 2003! I have had to download the Microsoft Office 365 package as a complete upgrade on my PC which also meant a new version of Word. This has made me slightly uncomfortable as I have to re-learn interfaces and menus for both.

· Ok, so it also became apparent that to use the email hyperlink I would also have to use Outlook. I have been using a ‘Firefox’ based ‘workspace’ email on the PC for 5 years and have now decided to ‘bite the bullet’ and switch to Outlook. This has slowed me down so far so am not feeling to comfortable about it, I’m hoping I can get through this and become as familiar with Outlook.

· The email hyperlink functions (visual basic) will take time to learn as it is basically ‘coding’ within Excel. I have made some basic structure so far but this will take a lot longer than I thought.

The least challenging aspects were -

· Using dynamic formulas to generate a materials list of commonly used items for different job schedules/types. 

· Creating a ‘check box’ to link with a formula.

How are you progressing according to your objectives (learning contract)?

I am happy with progress so far. I have realised this section of work had a bigger scope than intended. I have gone over the time allocation for this section without completion. I estimate that there could be 20-30 hrs more work to complete this comprehensively, mostly due to the ‘visual basic’ coding element which I was unfamiliar with previously.

I will continue with this section of work into the time allocation for the next section of the project so I feel that I have achieved more before I move on. I may reduce the scope of the next section for this to happen or find more time to do so.

Submission #6 – Final submission/reflection

What has this exercise taught you about yourself and what will you change going forward?

To reflect on what I have learned about myself through this process on work based leaning I will consider the following areas –
· What are my strengths/skills? – I feel that I have a fairly broad knowledge base, including the technical/software application area that I have based this project on. This includes a good understanding of Microsoft applications but only to a general-use level, i.e. more complex and detailed functions have only been learned through necessity in the past. On a broader scale I feel that I am academically able, having previously achieved good academic qualifications through school and higher education (including a computer science degree). I feel that my experience of running two businesses also makes me quite competent in achieving tasks given with a good understanding of how to plan and execute a project. Any experience I have or knowledge gained has always been through necessity and not through professional self-development.

·  What are my weaknesses? – I do struggle to motivate myself to complete a task if I don’t find it of interest. I can become quite distracted and can ‘tune-out’ quite easily. I value quality of life above anything else, this includes time spent with family and time spent outdoors running or walking. Perhaps this is seen as a ‘professional’ weakness but I consider my well-being essential. I also find that I often underestimate how long things are going to take in reality. This project was a good example of how you can easily find yourself in a much more complex situation than expected.
· What did I achieve? – I did expand my knowledge and experience through this project and will see the benefits of this going forward. The main thing I have learnt is that there is always scope to learn, and in doing so the reward is that of being upskilled to a point where I can work more efficiently and achieve more. 

· Happiness? -  I do not get a great deal of happiness from work or learning but I see them as an ‘enabler’ to give me time to do other things that do. The more efficient I can be with my time the quicker I can perform work tasks in a less stressful manner. 
What was the journey to your goals, including successes and failures, how were issues resolved?

I had set out this project to give me a ‘soft start’ leading into more technical and challenging areas further on. This played out much as expected to start. The initial objectives were quite easily met and to the timescale expected. I seemed to be refreshing skills and experience that I already had. This project became more difficult at the start of March, the technical areas were –
· Using formulas, autofill and check box commands – I found success in using formulas as I find mathematics at this level quite easy. The rest of this section (autofill and checkbox) did take me quite a while to figure out. I did achieve my goal but has to adapt the method to complete it. I found the autofill and checkbox feature quite limited in functionality so decided to achieve the same goal with more complex formula commands instead. What I did learn here will be used elsewhere though so was not a waste of time.
· Creating ‘self-generated’ customer information sheets, quotes and invoices – I found success in creating the customer job sheets. The failure of this task is that I couldn’t complete the generation of quotes and invoices. This section of Excel required me to code in ‘visual basic’. I had assumed that functions would exist in excel to carry out such operations and not counted on this level of learning. I did manage to find ‘limited’ resources that outlined this procedure but I only managed limited success with this within my timeframe. This issue has still not been resolved as I will need to allocate more time to it. I also feel that I may also require instruction from someone experienced with this.
Given what you know now, would you do anything differently?

I feel that to the best of my knowledge I had set realistic targets to achieve my goals. With hindsight this was not appropriate as my schedule ran late and resulted in a reduced scope for the project’s goal. The next time I set myself (or others) a set of objectives I will do the following –

· I will make a preliminary assessment of the projects goals to gain further understanding of what may lay ahead. This can be done by involving more experienced people to gain advice and to look at other useful resources such as technical guidance and instruction. Only then do I think a reasonable scope and timeframe can be established.
· I would allow for more flexibility with relation to scope, timeframe and method of completion. For example.. there is often more than one way to achieve the same (or similar) result, whether by using a different method or by ordering the objectives differently. The objectives could even run concurrently giving more time to focus on problems encountered. My approach was linear and as such was part to blame for overrun.
Has what you have done changed your ambition or strengthened it?
I think that I have learned a lot from this process. I have planned projects previously but with less consideration to timescale and strategy. I have simply set out what had to be done and got to work on it, piecemeal or simultaneously (by myself or part delegated). This project has given me an insight into structured planning, segmentation of the total goal to smaller tasks and timeframe for each. 

I have also learned that my natural state is to operate with my existing experience and knowledge base until new skills are required to complete a task. This is a ‘when needed’ or ‘fire-fighting’ approach. This project has shown that a structured approach to professional development and learning new skills gives long-term benefits such as increased productivity, efficiency, confidence and credibility.
It has certainly strengthened my ambition to develop new skills. My overall ambition to change career from my trade (woodburning stove fitting) to being a QS is all about upskilling myself through education, experience and CPD. I know that I am able to achieve this goal and career progression thereafter.  
“Life is like riding a bicycle. To keep your balance, you must keep moving” (Einstein, 1930).
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