



[bookmark: _Toc170426683]Executive summary
This comprehensive report delves into the fundamental tools and methodologies for successful project management. It provides an in-depth analysis of various strategies and best practices crucial in effective project planning, execution, monitoring, and closure. Drawing from reputable academic journals and credible internet sources, the report offers valuable insights into the significance of employing suitable project management tools and techniques to enhance project results, optimise processes, and ensure timely and cost-effective delivery. The report emphasises the importance of clear communication and active stakeholder engagement in driving project success. Effective communication is vital for project success, and addressing this issue promptly is crucial to prevent further adverse effects. Unclear project deliverables or scope can lead to project schedule delays. By focusing on these critical aspects, organisations can enhance their project management capabilities, leading to increased rates of successful project completion, heightened stakeholder satisfaction, and overall organisational growth and advancement. Project management is crucial for achieving strategic objectives and ensuring organisational success in today's business environment. Effective project management allows businesses to improve performance, streamline workflows, and enhance operational efficiency. A clear definition of project objectives, ongoing progress tracking, and regular evaluation of areas for improvement are crucial to ensuring successful project execution, which is vital for growth and success.  Integrating project management into organisational operations ensures that projects are temporary, have a well-defined beginning and end, and have a clear scope and resources. This approach sets accurate expectations regarding deliverables, timelines, and costs, preventing projects from derailing, missing deadlines, or exceeding scope.  
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1.0 [bookmark: _Toc170426684]Introduction

On 24 April, Maria Hefferman, a member of UWTSD, requested this report to examine various project management tools and techniques essential for effectively managing a project. Project management assistant Marcin Soja completed the report on 28 June 2024.
This report explores the critical tools and techniques used in project management to ensure successful project execution. Specifically, it examines how different methodologies and best practices contribute to efficient project planning, execution, monitoring, and closure. Research materials, such as textbooks, academic journals, and reliable internet sources, were used to accomplish this. These resources offered extensive insights into the importance of using appropriate project management tools and techniques to improve project results, streamline processes, and ensure on-time delivery within budget constraints.
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“Project management is the process of organising the way that changes are implemented efficiently within an organisation”.
MindTools, (2024) What Is Project Management?. Available at: https://www.mindtools.com/aoam5ps/what-is-project-management (Accessed 21 06 2024).
Project management is crucial for almost every business initiative. It is a way to accomplish a strategic objective and is essential for organisational success. In today's competitive and chaotic economy and business environment, effective project management is necessary for businesses to improve their performance, accelerate their work, and operate more efficiently. Projects are critical to companies' success and growth, making efficient execution imperative. Companies can succeed by clearly delineating project objectives, tracking progress, and consistently assessing improvement areas (IAPM, 2024). So, project management is something that should be part of the organisation. It should be part of the organisation's operations. The project is temporary, has a clear beginning and end, and as a result, it also has a defined scope and resources. This helps to set proper expectations around what can be delivered, by when, and at what cost, preventing projects from getting derailed, veering off deadlines, or stretching out of scope.
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Effective project management relies on various tools and techniques to ensure successful initiation, planning, implementation, and review phases (HBR, 2024). From start to finish, a project progresses through various stages that collectively form the project life cycle. According to the Project Management Institute (2013), in its most basic form, the project management process includes the following phases: 
Initiation is the phase in which our team was created. Time estimates become schedules, and cost estimates become budgets. Gathering resources and making commitments obligates us to follow through on them.
Planning involves defining fundamentals: identifying the problem, involved parties, and actions to be taken.
The implementation phase marks the change from planning to action. It is a stage where progress is made, bringing a sense of achievement and satisfaction. However, it can also be challenging due to the particular attention to detail and the occasional feeling overwhelmed.
Before closing out a project, it's vital to evaluate its performance. The team needs to meet its goals or determine, along with key stakeholders, if those goals no longer apply. Effective project management objectives are crucial for successful project execution. It is essential to start by clearly communicating the project's purpose concisely and ensuring it aligns with the broader organisational goals. Timespro (2024) says that breaking down the objectives into Specific, Measurable, Achievable, Relevant, and Time-bound (SMART) criteria provides a structured and actionable framework for the project. This helps clarify expectations and empowers the project team to work towards well-defined outcomes. Early engagement with stakeholders is crucial for project success. Timespro (2024), also noticed that incorporating the diverse insights of key stakeholders contributes significantly to achieving a more thorough and nuanced understanding of the project's requirements. This inclusive approach fosters a sense of ownership and commitment among the stakeholders. Furthermore, involving key stakeholders right from the beginning guarantees that their perspectives are given due consideration, thus enhancing the overall quality and success of the project., ultimately increasing the likelihood of project success.
A highly effective tool employed for various purposes of planning and communication is called a Quad chart. They assist in clearly defining the essence of a project by providing a visual and descriptive one-page summary. Quad charts are instrumental in structuring concepts or ideas into manageable segments, allowing for a clear definition of the project before it begins. Typically used to introduce new products or propose solutions to problems, quad charts encompass aspects such as Project Scoping, Stakeholders, Desired Outcomes (Critical Success Factors), and Measures of Success (Secondary Benefits). According to MindTools (2024), the Iron Triangle refers to the three key constraints that affect a project: budget, scope, and schedule. These constraints are termed the 'iron triangle' because it is only possible to change one without affecting the others or compromising the quality of the overall project. Maintaining balance in the iron triangle requires ongoing monitoring and adjustments (Toor, 2010). For example, if the content creation phase exceeds the expected duration, we may need to redistribute resources or modify the scope by prioritising the most impactful content. Shortening the timeframe or reducing the project's scope could compromise the final content's thoroughness and quality, potentially negatively impacting its effectiveness and reception (Hassan, 2021).
Burgan (2014) noticed that every project is different in complexity and risk. Therefore, it's crucial to approach each project individually rather than using the same project management method for all. Unfortunately, many organisations and project managers tend to apply a rigid project management methodology without considering tailoring it to the specific project requirements. According to Cobb (2011), project managers who are well-versed in a particular methodology may need help considering alternative approaches. This can force a project into an existing method, even if it's not the best fit. Instead, project managers should be open to different project management approaches and adjust their strategies to fit each project's specific business environment, risks, and complexity.

A work breakdown structure (WBS) is a visual, hierarchical and deliverable-oriented deconstruction of a project".
PM, (2024) Work Breakdown Structure (WBS) Available at: https://moodle.uwtsd.ac.uk/course/view.php?id=10965&section=5 (Accessed 21 06 2024).

The Work Breakdown Structure (WBS) is a vital tool in project management. It serves as a comprehensive list of all the deliverables and activities required to complete the project. It is the first step in creating a project schedule, outlining all the tasks that need to be accomplished in sequence to achieve the project's goals and objectives (PM, 2024). Understanding and utilising the WBS is crucial for effective project scheduling, ensuring that all necessary tasks are identified and sequenced correctly. 

"PEST Analysis looks at "big picture" factors that might influence a decision, a market, or a potential new business. SWOT Analysis explores these factors at a business, product-line or product level".
MindTools, (2024) PEST Analysis. Available at: https://www.mindtools.com/aqa3q37/pest-analysis (Accessed 22 06 2024).

SWOT (Strengths, Weaknesses, Opportunities, and Threats) and PESTLE (Political, Economic, Social, Technological, Legal, and Environmental) analyses are crucial tools in project management for evaluating internal and external factors that influence organisational strategies. These methods aid in decision-making, risk management, and strategic planning by comprehensively understanding the business environment.
“Risk has two aspects: downside risk or threats, which if they occurred would adversely affect project objectives”
[bookmark: _Hlk170424790]APM, (2018) Project risk analysis and management. Available at: https://www.apm.org.uk/media/10466/pram_web.pdf (Accessed 23 06 2024).

Risk analysis in project management is the structured monitoring of potential risks that could impact the deadlines and quality of a project. It involves identifying and defining risks, evaluating the likelihood of their occurrence, establishing measures to mitigate them, and devising strategies to address them if they materialise.
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During the initial stage of our project, we focused on team formation. At this point, we utilised the Belbin questionnaire to pinpoint and understand our respective roles within the team and ensure that we had a diverse range of roles to cover all aspects of the project effectively. Utilising Belbin reports can enhance individuals' awareness of their strengths, resulting in improved communication within the team (Belbin, 2023). Belbin (2023) says that a Team Role comes with its strengths and weaknesses, and each one is vital to the team's success - not all roles are needed every time to gain success in the project. While Belbin's reports highlighted team roles, they did not provide a complete picture of specific technical or domain-specific skills. 
"A skills matrix is a grid that helps you to audit and record the skills of members of a team."
MindTools, (2024) The Skills Matrix.  Available at: https://www.mindtools.com/a1towvb/the-skills-matrix (Accessed 26 06 2024).

The skills matrix provided a clear overview of the team's skills, enhancing the team's organisation and efficiency in identifying who could take on specific tasks and where. The team noticed no disadvantages in this technique, as we could allocate skills to tasks.
 
In the planning phase, we have placed a strong emphasis on stakeholder collaboration. We have focused on defining the details of our project's deliverables, with the key objective of facilitating more detailed requirements. This approach ensures stakeholders' input is valued and integral to our project's success. The Gantt chart is a powerful tool that brings clarity and efficiency to our project (Mau, 2020). It presents the schedule in a readable format, allowing us to easily see overlapping tasks and their order and the duration of individual tasks. This transparency is critical to keeping everyone informed and confident about the project's progress. However, FORBES (2024) noticed that it is essential to note that it is not suitable for detailed duration planning, especially for long-term projects with many tasks. In such cases, network planning methods are more appropriate. The Gantt chart was an excellent choice to monitor the progress of our project, but at one point, we started having issues with communication, which put our project in danger of not being accomplished on time. According to IMP (2023), effective communication among team members fosters better teamwork, collaboration, idea exchange, and problem-solving. Project managers must establish communication norms, tools, and platforms to ensure smooth interactions. On the other hand, too much information leads to missing crucial details (Arnold, 2023). Unfortunately, our project has not been implemented in a vacuum, and we need the support of the stakeholders, sponsors, and team members to implement it successfully. Delayed decisions, unavailability of the sponsor or team members' holidays caused poor communication for a certain period of time. Lack of communication put one of the constraints on the iron triangle at risk. Adjustments have been made to the other constraints to maintain project quality. In our case, to manage time-related risks, we reduced the project scope. This involved removing or postponing certain deliverables or features to concentrate on completing the most essential parts within the given timeframe. WBS helps us break down our project into manageable sections, making organising tasks and assigning responsibilities easier. Each team member gains a clear understanding of their specific roles and tasks, significantly reducing confusion and overlap. We could allocate resources effectively, ensuring that critical tasks were completed in a timely manner. We utilized SWOT and PESTLE analyses to evaluate both the internal and external environments. For example, the team has strong relationships with local businesses, which is an internal strength that can be leveraged to ensure sufficient workforce and resources for events. Risk analysis helped us identify potential events or conditions that could negatively impact the project's success, and we devised strategies to mitigate these risks. The main risk identified was the weather, which could create significant challenges for event organization and attendance. By implementing these tools, the charity event could improve its resilience, adaptability, and overall effectiveness.
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Before initiating our project, our Project Manager, Chris, took a proactive approach to stakeholder engagement. He understood the critical importance of early communication in laying a solid foundation for the project’s success. Chris embarked on a comprehensive outreach effort to connect with all key stakeholders and sponsors. His objective was to present the idea clearly and gather valuable insights and feedback to shape the project’s direction and implementation strategy. The communication plan was implemented using various channels, including email updates, meetings, presentations, and reports. Each communication was tailored to the specific needs and preferences of the stakeholders and sponsors, ensuring that the information was relevant and useful. This adaptability was a key aspect of our approach, designed to make every stakeholder feel considered and reassured.
Our initial communication attempts were met with resounding success. We began with a thorough stakeholder analysis to identify our key stakeholders – that is the stage where we begin to understand our most important stakeholders (MindTools, 2024). Then, we evaluated their power, influence, and interest to determine our focus. We made concerted efforts to engage with influential individuals, fully involving them and striving to meet their expectations. Unfortunately, after several attempts to contact them via email to continue communication, we experienced a sudden halt in their responses, resulting in a significant lack of ongoing communication. Lack of communication in the project leads to delays, potentially leading to client loss, frustration, and decreased morale (IAPM, 2024). Welsh Air Ambulance contact persons, unfortunately, disappointed us. However, from the other side, our team worked closely with authorities and legal advisors to ensure adherence to all regulations and standards, demonstrating our commitment to legal and operational excellence - regulations were non-negotiable. It was essential to create a positive participant experience. We achieved this by focusing on logistics, clearly marked hiking routes, safety measures, and appropriate event activities. Volunteer support and recognition were also crucial. We assigned roles, provided required training, and acknowledged volunteer efforts. We ensured that sponsor branding did not overshadow the charity's goals by providing clear guidelines and agreements. This balance allowed both parties to benefit from the partnerships. The site authority at Brecon Beacons emphasised the importance of environmental protection. We actively collaborated with them to implement practical, eco-friendly solutions. Open communication with the Charity Commission and government bodies regarding public events and fundraising was essential. We aimed appropriate advice to ensure compliance with legal and administrative regulations. Careful planning and proactive issue resolution ensured a smooth and impactful event.



[bookmark: _Toc170426689]3.0 Conclusion
The report highlights the critical role of effective project management in achieving organisational success. It highlights that projects are crucial for a company's growth and require clear objectives, consistent progress tracking, and ongoing assessment for improvement. Various project management tools and techniques, such as Belbin's team roles, Gantt charts, and Quad charts, have been crucial for facilitating successful project outcomes. However, the analysis also identifies areas where future improvements can be made to enhance organisational project management practices. The main areas for improvement in future projects include stakeholder collaboration and strengthening initial communication. Future projects should prioritise creating explicit communication norms, utilising channels to ensure consistent updates, and actively seeking feedback to maintain stakeholder engagement. Encouraging stakeholders to commit to regular participation and establishing clear accountability measures can enhance their involvement and contribution to the project's success.
By prioritising team communication, projects are more likely to stay on track, meet deadlines, and achieve their goals. Improved communication fosters a collaborative and efficient working environment, ultimately contributing to the project's and the organisation's success. Thorough risk analysis is essential for identifying and mitigating potential challenges. The ability to adapt and make necessary adjustments, such as modifying project scope in response to time-related risks, is vital for maintaining project quality and ensuring successful completion. By adopting these best practices, organizations can significantly enhance their project outcomes, ensuring timely delivery within budget constraints and to the satisfaction of all stakeholders.
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