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Executive summary                                                                                                                                   This report will provide a critical evaluation of our team’s ability to manage a project. It will also analyse various tools and techniques paying attention to theory of project management. It will also look at how the organisations plan where communicated with their stake holders and team members and then draw a conclusion based on the findings.

Terms of reference                                                                                                        The charity MEND have requested a report on the 20/12/19 from Syeda Savannah Davies to research and manage a project, it will look at the tools used to meet the desired outcome and identify if they did not meet the target and why. Any issues found in the project will then require a performance plan on how to do things differently in the future. The researcher will therefore need to offer solutions and recommendations to overcome any identified barriers in project management.
Procedure                                                                                                                                           This report will be a gathering of information sourced by researcher; it will discuss and thoroughly research the tools and techniques that are used within today’s organisation. The researcher will source the evidence from a gathering of text books, journals, university library resources, online journals, moodle and professional websites.  
Introduction                                                                                                                           The author has been set with the task of finding a group of four people and then choosing an organisation from a tender for which we will project manage a number of various tasks and objectives set out by the organisation. Our team decided upon representing a charity called MEND.
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MEND focuses on advocacy in Westminster, media monitoring and political literacy of Muslims to tackle Islamaphobia in Britain. The organisation itself is run not for profit by over 700 volunteers who actively campaign with Muslim communities to educate people and raise awareness about Islamaphobia, they feel there is a lack of knowledge about Muslims, a lot of bad press and rising far-right anti-Muslims sentiments. This is why they believe that now is the time to represent the Muslim communities in Britain and empower them with politics, media and bring in new laws to protect them and to encourage civic and social participation within Muslim communities. (Mend.org.uk, 2019)
Findings                                                                                                                                                               Over the course of the project the author has used many different tools the main ones are included from following a project life cycle it has a sequence of 4 phases that a project goes through from the initiation, planning execution and closure. It can be modified as the needs of our projects may differ from the first initiation. (Www. Invensislearning.com 2019)    Using this frame work has given our team clear guidance and structure for our ideas, visions and objectives. This has enabled the team to reach its desired outcomes and make effective use of our time. 
As stated by Newton (2016) “To complete a project successfully, it is necessary to have a strategy or a structure and planned approach”
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Stage one initiation                                                                                                                                                      The team have its first initial meeting with MEND; Introductions from our team were made to sahar and Sophia who would be guiding us on what they wanted from our projects. Background information on the charity was also given so that the team could familiarise themselves with what MEND stood for, at this time only two objectives were set out, with no indication of any further tasks, this was seen as ok by the team as it did fit in with our time scale. The first task was to hold an exhibition during hate crime awareness week in the Swansea water front museum, we needed an audience of at least 10 people therefore we had to market the event to ensure good turn out on the day. The second was to attend a media master class held in Cardiff.  We covered the performance criteria, who is to benefit from the services we were providing, the success criteria and had clear aims for the project. The teams initial thoughts on meeting Sahar and Sofia were that they were very engaging in their presentations, they expressed passion and their knowledge well on their topics.


Planning                                                                                                                                                 The planning of the exhibition stall in the Swansea water front museum for hate crime awareness week, this prospect was daunting at first as most of the group had very little experience of hosting such an event nor did we have a lot of time to research mend, as we only had a week from the initial meeting to the project taking place, however we threw ourselves in to and started brain storming ideas via whatsapp and group meetings. The main idea was to make the stall look as inviting as possible to attract people, then give them as much information as we could about mend and to hear their personal views on hate crime. For their interaction and feedback we planned to hand out thank you sweetie boxes and homemade cupcakes. To manage the tasks involved we looked at each persons personal skill set  using the Belbin team roles model and deligated the task acourdingly.                
The iron triangle                                                                                                                                    The Project Triangle or Iron Triangle expresses the Triple Constraint of time, cost and quality or scope that must be managed in project delivery. Each constraint is connected and moving one point of the triangle will impact the other two points. (www.stakeholdermap.com 2019)
We applied the iron triangle to our first task so the team could identify if we had enough time to carry out this task, the cost involved in creating an attractive stall and how this would affect its quality on the day.
Time: we had seven days to prepare, plan and execute our exhibition. The researcher found this to be a very short time scale, as the team needed to research more on the organisation, create posters and market the event, furthermore come up with a plan as to how we were going to attract by passers to the stall.                                                                                                                                                   Cost: The team were given no budget for the stall or for fuel cost to Cardiff, therefore we had to be mind full that anything we wished to have or create for the stall would be funded personally and the team organised between themselves to car share to Cardiff to save money.                                     Quality: the researcher found that with very little time and no funding this could impact the amount of information the team had to learn before the exhibition and what we could display, however this had only a slight impact on the team’s quality of stall and performance on the day. The team were confident, creative and engaged with people from other stalls regardless of only how much information the team knew.                                                                                                                                                                

                                                                          Time 
                 Cost          quality
To continue with the planning the author and team worked on creating a quad chart to identify key areas such as the purpose of the task, MENDs stake holders and how the team will measure its successes.
A quad chart is a simple yet powerful visual tool used to plan and set clear objectives as to what the project is. The information gathered in the chart should provide structure, ideas, concepts, stakeholder information, desired outcomes or success factors and secondary benefits on meeting the objectives or completion. (Ford& Wei, 2015)

      Raising awareness on Islamaphobia for equality and protection of rights (
                         
Stake holders
Swansea University
South Wales police 
Victim support
Swansea council
The FAN charity 
The ethnic youth support team
) (
               
Purpose 
Reduce hate crimes
Reduce attacks on women wearing hijabs
To end religious discrimination
To share knowledge and information
Bring communities together
)
 



 (
              
Desired end results
To raise awareness 
To build confidence 
To share knowledge
Fairness and equality 
Protection and new laws 
) (
                  
Measures of success 
Number of tickets sold
Interactions made
Understanding of knowledge shared
Feedback from project hosts
Creation of awareness 
)




 (
         
Measurable secondary benefits 
Being passionate about the cause and equality
Aligning with my own values and beliefs 
) (
    
Immeasurable secondary benefits 
Engaging with all ethnicity’s
Involving charity’s such as east
Sharing knowledge to young adults at the university
)





Stake holder analysis                                                                                                                   A stakeholder is anyone with an interest in a business.                                                                    Stakeholders are individuals, groups or organisations that are affected by the activity of the business. (Business dictionary.com 2019)
Mends stakeholders are crucial to the running of the organisation and each play a vital role, however not all of them have the same level of interest nor have a major impact on the organisation itself. The funders and creators of mend clearly have the highest priority and power as they make all the final decisions and the investors fund each project. The media is the opposite however as they have no direct interest in any particular organisation, they have the ability to spread negative media against Muslims or positive issues, as MENDs objectives are to raise awareness and share knowledge the media are a vital part of the running of the organisation. 
Audience/supporters, they are purchasing the products, gaining the knowledge and will give feedback.                                                                                                                                                   Employees are important for the day to day running of activities, taking care of exhibitions, making contacts, organising marketing.                                                                                                                                The media, share information with News releases, Social media and Interviews.                              Investors have invested financially in the business.                                                                                  Suppliers, supply the products and materials to sell.                                                                               Government and regulators, control taxes and regulations.
Mendelow (1991) proposed a matrix to help analyse stakeholders and the power and interest they have in any given organisation. This is the tool I have used to analyse the stake holders of MEND.
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Risk Analysis is a process that helps you identify and manage potential problems that could undermine key business initiatives or projects. (Risk Analysis is a process that helps you identify and manage potential problems that could undermine key business initiatives or projects. (Mind tools 2019)                                                                                              
However not all risks have the same impact it is important to evaluate and asses such factors. Some will have a low impact on the project and are manageable or a medium impact, others will be high risk and could stop your project all together. (Mind tools 2019)
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By using a risk analysis tool this will help the team identify and understand where we could possibly fail, in turn allowing us to minimize their impact on our project out comes and exhibitions. As we have a variety of different projects to mange it is vital that we continually monitor and evaluate the risks as they may differ from task to task.
A WBS is a structured breakdown of work load. It is a hierarchical chart used to improve organisation of the activities required in a project. Once a WBS has been completed it can be used for delegating tasks, budgeting, and scheduling. (Baker.S and Campbell 2003) 
Our team has found that buy using a WBS it has enabled us to form a top-down approach to our projects, helped us to identify the major parts, break down task size to a manageable load, get organised to complete necessary tasks in a logical sequence and in a timely manner.
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Gannt chart                                                                                                                                                                           to manage our projects in a time effective manner we are using a tool called a Gantt chart, the chart was created in the 1900s by Henry Gantt. This is a commonly used tool in organisations because they are simple to create and easy to understand, they usually have a list of dates at the top and tasks down the left side. Then each individual line across the chart determines the time scale taken to complete a project. (Baker, S. K and Campbell, G, M.2003).(Andrew. M 2018)
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Evaluation can be seen as a formal or informal assessment of the effectiveness and quality of a project by measuring the input, quality of content, presentation and time frame. The outcome can be measured by productivity or profitability. (CIPD 2019)
The evaluation of our projects has come from continually monitoring our tasks, reflecting on the outcomes, experiences and events from the initial start date to the completion date. David Kolb states that by reflecting on your experience, it provides us with the skills needed to continually grow and gain self knowledge. He believes that it is a form of learning where we can self-evaluate past situations good or bad and learn from them. By identifying what we may do differently in the future should the situation arise again. (Kolb 1984)
The team participants considered the exercise a success as it achieved the aims of presenting the stall as both interesting and attractive to visitors. We received positive feedback in the form of an email  (from the host organisation) and also by visitors to the stall who made positive comments both verbally and through the feedback notes provided at the event. This positive reception provided confidence and motivated for the team going forward for future tasks set out by mend. 
Subjectively evaluating we did recognise that one of our assumptions as a risk to the project did in fact happen. We identified worse case scenarios specifically that a)people may not sign up for the event or b) fail to  show up on the day. Both of these occurred, people who did sign up didn’t show up on the day. Nonetheless the team continued and gained the attention of people passing by. They interviewed the visitors probing them for their thoughts and opinions on hate crime. They were encouraged to try on a hijab with the aim of breaking down boundaries through empathy and understanding. Furthermore they were provided with information about the different types of Muslim head covers and encouraged to ask questions  regarding said Item. 
In summary the female participants appeared to enjoy the experience while learning the cultural connotations to a religious dress code. 
Initially some of the group were apprehensive in their duties but grew in confidence throughout the day and attained the set objectives.
Feedback from Sophia who was present during the exhibition objectively evaluate, “The students were very successful in achieving their outcomes and the stall, the exhibition and event was very well received by members of hate crime awareness week as well as the national waterfront museum and members of the public.
During the monitoring stage and completion of a Gannt chart it became clear to us that one of our objectives set out after our initial meeting was conflicting with our time scale to complete for our presentation. The team decided to negotiate this with the host organisation. In parts the blame we feel could be put on us as we should have had more confidence to question and clarify the number of tasks to be completed by a certain date. However the team felt that for the final task, the netball match the team received little clarity, information or support from mend and the team felt pressured. There was no negation on work load; therefore this had a negative impact on the team’s motivation.  

Conclusion                                                                                                                                       Overall the team feel that each individuals skill set, ability to motivate our group and flexibility to help one another has led to the success of our projects. The team have demonstrated excellent  communication skills (through using a group messaging service named  what’s app) to convey ideas, make group decisions, check each other’s progress and delegate work load. The group have benefited from having worked together previously, which has assisted in terms of  identifying  each other’s strengths and weaknesses and   helped  delegate work load based on individuals  strengths. 

Recommendations / delta evaluation
Going forward in project management there are a few thing we will do differently in the future.
1.  On the initial meeting when objectives are set we need to improve the team’s confidence and ask more questions about the number of task and the time scale, as our assumptions did not collaborate with our presentation deadline. 
2. Communicate with clarity.  
3. Improve our negotiation skills to compromise on the number of tasks. 
4. Build a better relationship with the host organisations.   
5. Ask more questions for clarity on what they expect from us on certain tasks.
6. Check in with the host on a more regular basis.
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