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[bookmark: _Toc29157782]Introduction

[bookmark: _Hlk25669183]The aim of this report will be to highlight the importance of project management within the workplace. Tools and techniques that can be used to increase the chances of successfully managing a project will be identified and analysed. Project management can be described as using skills, experience, knowledge and tools to successfully in order to complete a project within set parameters and constraints such as budget and time. Each project involves a set of stakeholders and deliverables that are required to satisfy stakeholders. Each project comes with its own specific risks that may hinder the progress, cost effectiveness and ultimate success of the project, therefore, good project management involves identifying potential risks with a view to identifying any possible risks associated with the project to eradicate risks where possible, and adequately prepare contingency plans to minimise the effects on project deliverables (Association for project management, 2019).
Unlike other ongoing, consistent, routine tasks performed in the workplace, projects have a beginning and an end, the project management topic that will be covered in this report will be vessel chartering at a company named Emel Shipping Ltd. Chartering a vessel, unlike freight forwarding involves a new project every time, with stakeholders, budget, risks, time constraints, a beginning and an end. Each time a vessel is chartered successful project management is essential, any mistakes can be extremely costly, failure to complete the project successfully could result in huge financial losses in the short term and loss of future income. Tools and techniques such as Gantt charts, SWOT analysis, stakeholder analysis, project scope, sales forecast, and risk matrix will be discussed and analysed to gain a greater knowledge and insight into the benefits they may have toward successfully managing projects in the workplace.










[bookmark: _Toc29157783]Vessel chartering project management

Apart from the day to day running of the business such as dealing with customers, bookings, loads, and import exports, Emel shipping ltd charters vessels on a voyage charter basis meaning that the charter is for a single voyage from one point to another, departing from Harwich international port and destined for Famagusta in North Cyprus. There is a beginning, middle and end to each chartering process that needs to be project managed on every occasion. Initially contracts, agreements, terms and conditions are outlined and agreed upon between Emel shipping ltd, shipping agents, Harwich port, vessel owners and shipbrokers. The beginning of the project entails agreeing terms with Harwich international port for storage space where incoming cargo will be held until vessel is ready to load and depart. Correct planning is essential, as having too much space can cause unnecessary costs that could eat into the profit margin of the project, however, failing to allocate enough storage space could result in loss of trade and potential loss of future custom. Although the processes of chartering vessels are similar on each occasion, multiple variables such as weather, changing costs, competitors, problems with equipment, staff, logistics, global politics and economics, result in different challenges and management strategies on each occasion. 
[bookmark: _Toc29157784]Project scope

Before a project can begin project, scope has to be identified, project scope involves work that needs to be completed in order to meet project deliverables within specified parameters. Project scope is important as it defines all duties, tasks and responsibilities within the scope of the project, failing to agree project scope between all stakeholders could cause confusion, disagreements and additional demands that are not part of the initial scope of the project, causing project creep. Additional demands, tasks and requirements placed by various stake holders may cause problems due to insufficient finances, equipment or staff to meet those demands which may result in project creep; therefore, it is essential to determine project scope (Monnappa, 2019).
The processes that need to be followed in project scope management are:
Planning
Parameters of the project need to be defined between stakeholders, work that needs to be done, project deliverables and ownership of tasks need to be clearly identified
Controlling
All tasks and work must be tracked and documented to prevent scope creep, and ensure that scope creep does not occur and stakeholders are adequately satisfied with the project and any changes that may have taken place
Closing
The final stage is a process where deliverables of the project and final outcome must be assessed and compared to the original plan objective 
Scope statement
Scope statement defines the deliverables, work that needs to be completed in order to successfully complete the project, time and budget for the project, which members are responsible for specific tasks and the boundaries of the project.
Define needs, understand objectives and define scope are steps of project scope management.  
Once project needs are defined, the objectives of the project can be set up, this will enable managers to establish objectives along with resources and timeline for the project. Defining the project allows tasks and resources to be allocated in order to complete the project within the set time and budget.
Project objectives
Charter a vessel based on a voyage charter basis, identify vessels that ship owners wish to rent on a single voyage charter that suits the needs and budget of Emel shipping ltd. Export goods from UK to North Cyprus.
Goals
Ship large commercial goods that cannot be shipped via container such as boats, HGV’s, agricultural vehicles and machinery from the UK to North Cyprus. Provide a competitive professional service that meets the needs of customers, ensure goods arrive at destination undamaged at competitive rates and at a profit.
Tasks
Ship brokers to match vessel owners and Emel shipping for the purpose of voyage chartering. 
Making potential customers aware that a vessel will load and depart several months before hand, responsibility of all Emel shipping ltd offices collectively. Emails, phone calls, social media and other forms of advertising to be used.
Documentation for incoming cargo such as shipping notes, cargo lists and load lists to be to be issued by Emel shipping ltd North Cyprus office
Delivery of goods at Harwich international port to be arranged by shippers directly unless otherwise stated
Collection and storage of goods to be handled by Harwich International port directly until final load date
All relevant pre load and ship paperwork to be completed and submitted by Emel shipping ltd
Agents to clear goods for export via CHIEF system before loading begins
Emel shipping ltd staff to manage and organise loading of vessel. Equipment and staff of Harwich International port to assist as per Emel shipping ltd instructions provided health and safety regulations are met and rules are followed.

[bookmark: _Toc29157785]Stakeholders

[bookmark: _Hlk26269518]Each project has stakeholders that may have an internal or external stake in the project, stakeholders may be affected by the project, may affect the project, or could both affect and be affected by the project (Study.com, 2019). Stakeholders are people or groups that have an interest in the outcome of a project, these groups or individuals may have varying degrees of influence over the project. Various stakeholders may have the power to block the progress of the project and can have a detrimental effect on the final outcome. It is important that the interests, values, ambitions and needs of stakeholders are considered in order to ensure the success of a project and avoid problems from occurring. Creating an understanding of the project objectives and scope in order to share and inform stakeholders is important, this will allow stakeholders to allocate necessary resources, build an understanding and support the project from the offset (mindtools, 2019) 
Identifying stakeholders is the first step of performing a stakeholder analysis, the following is a list of stakeholders that have an interest, influence, power and investment in the project.

Project stakeholders
· Emel shipping ltd 
· Customers
· Vessel owners
· Ports
· Ship brokers
· Shipping agents
· Government agencies 
· Transport companies
· Merchants
· Environment

Stakeholders have varying importance, influence, risk and power over a project. A stakeholder analysis can be a useful tool in determining the influence a stakeholder may have over the success of a project. Stakeholder analysis can highlight risks, benefits, influence and objectives; therefore, it is a useful tool in satisfying, managing, monitoring and informing stakeholders throughout the project (Groupmap, 2019) 
Stakeholder analysis
	Satisfy high influence low interest 

Government agencies (can prevent goods from shipping if documents, procedures and regulations are not met)

Ship owner (Can jeopardise the voyage if agreements are not met) 

Harwich Port (Responsible for storage, loading, equipment. can have a big influence on project success)
	Manage high influence high interest

Emel shipping ltd (in control of all planning and execution of the project, mistakes could be very costly in the short and long term)



	Monitor Low influence low interest

Transport companies / hauliers (responsible for delivering goods from merchant to port)

Merchants (supplying the goods to be shipped, only interested in sales)

Agents (Clearing shipments) 




	Inform Low influence high interest

Customers (interested in their goods arriving on time without damage or loss)

Environment (interested in correct disposal of waste, proper handling of hazardous goods that could negatively affect marine life and the environment in general)





Table, 1. (Authors own table, 2019)

[bookmark: _Toc29157786] Sales forecasts

[bookmark: _Hlk26776552]Starting the project on the wrong foot can set the tone of the project going forward, therefore, it is important to accurately predict the volume of trade we will receive in order to avoid waste of resources and finances while ensuring that demand can be adequately met (Furseth, Stumbaugh, 2017). Sales forecasts are implemented to predict volume using various methods, staff need to in constant effective communication with the regular customers that ship large volumes, this allows Emel shipping ltd to gauge approximately 70% to 80% of possible sales. Constant communication and feedback with regular repeat customers regarding goods they have purchased, or are intending to purchase can be very helpful in predicting sales. Previous shipments are analysed based on the same season of the previous year along with statistics of more recent shipments. Sales forecasts have to be realistic in the sense that the firm must to be aware of the maximum number of units that can be shipped on board, space on each vessel is finite, therefore maximum capacity has to be considered along with minimum number of units to make the project viable. Local currency at destination is also taken into account during sales forecasts, the Turkish Lira is volatile and regularly fluctuates against GBP. If the Turkish Lira strengthens it is a good indicator that consumers at destination have increased purchasing power on goods imported from Britain, likewise a weakening Turkish Lira is a strong indicator that customers will have less buying power resulting in a drop of goods purchased from the UK (Furseth, Stumbaugh, 2017). 
[bookmark: _Toc29157787]Risk assessment 

[bookmark: _Hlk25761622]Vessel chartering can be a high risk high reward endeavour, when all goes to plan the company can make a handsome profit on each journey or project, however, any mistakes, accidents, delays or issues that arise can have catastrophic consequences on the company’s finances, future income, reputation and in the most severe instances mistakes can result in severe injury or death. In addition to the standard day to day business of freight forwarding the firm must undertake higher risk higher reward projects such as vessel chartering in order to generate and increase profits (Chapman & Ward, 2004). Risk assessment must be considered in order to eliminate or minimise risks where possible, however, risks must be identified and highlighted before this can be achieved. One of the most common tools to identify and mitigate for risk is a risk management matrix. The purpose of a risk matrix is not only to identify risks but also to highlight the probability and the severity of the effects on the project, risk matrix can be used in conjunction with other risk assessment tools such as SWOT or PESTLE (Charity commission for England and Wales, 2019).
There are many variations of risk matrix charts and tables, the following risk matrix table is a basic example for the purpose of this report.
Risk matrix

	Description
	Risks
	Probability
	Impact
	Mitigation

	Extreme weather
	Delays, damage to cargo, risk to health and safety of crew
	low
	Moderate to high
	Sufficient staff on deck, experienced captain, ensure all cargo is lashed adequately, water tight doors, no staff on deck.

	Faulty equipment
	Damage to cargo, delays, injury, risk of death
	low
	High
	Ensure all equipment is checked and tested before use, adequate training of staff, experienced staff on hand at all times

	Vessel delays
	Increased costs and expense, staff must be accommodated and fed until vessel arrives, delays in customers receiving their goods.
	Low to moderate
	Low to moderate
	Allocate additional budget for extra expenses incurred by staff such as hotel and food expenses.

	Insufficient space on vessel to load all cargo 
	Long delays for customers in receiving their goods, loss of future business, loss of reputation, unhappy customers
	low
	moderate
	Keep a close track of goods arriving, inform customers that goods will not load on vessel when full allowing customers to make an informed choice of whether or not to deliver goods.



Table 2, (Authors own table, 2019).

SWOT analysis
A SWOT analysis can be used to assess strengths, weaknesses, opportunities and threats. It is beneficial to use SWOT in conjunction with other tools such as pestle and risk matrix. 

Figure 1. (templatelab.com, 2019).

[bookmark: _Toc29157788]Time management

Managing time in a project can be difficult at the best of times, however, at Emel shipping ltd routine daily tasks have to be performed in conjunction with the project tasks. It is therefore necessary to be aware of, and implement, time management tools and techniques to ensure that the project does not suffer unnecessary loss of time and finances. Many project tasks are dependent on each other, as a result any problems will more than likely affect all aspects of the project (Wu, Dezhi and Tremaine, Marilyn, 2004). 

Identifying how to use your time
[bookmark: _Hlk26726203]In the modern world it is very easy to become distracted and lose track of time, having to perform numerous tasks and projects at work coupled with family and recreational time can sometimes be overwhelming. Knowing how to spend your time and identifying the most time consuming aspects of your life could help highlight and determine the amount of time allocated to each task, set realistic goals and targets while more accurately estimating the amount of time need to plan and perform tasks (University of Georgia, 2017). 

[image: ]
Figure 2., (Weekplan, 2019).
According to Covey, Merrill, and Merrill, (1994) it is important to separate tasks into categories using a time management matrix. A time management matrix consists of tasks that are urgent, not urgent, important and not important. According to Covey et al, less time should be spent on not urgent tasks regardless of their urgency to allow for the focusing on important tasks that are not urgent in order to prevent important tasks becoming urgent in future. In addition to a time management matric a to do list can be used to prioritise urgent and important tasks, charts can be used to grade and assist in prioritising tasks and managing time.
Planning tools
Tools such as dairies, calendars, electric planners, note pads, time management computer programs can assist in keeping track of progress, prompting memory, checking to do tasks, completed tasks, organising and prioritising work for effective time management (University of Georgia, 2017).  
Scheduling 
Becoming aware of when you are most productive is beneficial, the most productive time of the day should be kept free from distractions the scheduling of important tasks for when you are at your most productive without distractions. People need time for recreation, socialising and doing thing they enjoy, therefore, good scheduling also good for moral and work life balance (University of Georgia, 2017).
Procrastinating
Procrastination is the enemy of time management; we all have tasks that we do not enjoy performing and it is easy to put off tasks for a later date. Procrastination can become a big problem as it usually results in a backlog of tasks that all become urgent and overwhelming. Dividing unpleasurable, boring or mundane tasks into smaller segments may be useful, it allows for the progress of unpleasant tasks without spending long periods of time performing them. Rewarding yourself after performing unpleasant or uninteresting tasks may also benefit time management skills (University of Georgia, 2017).

[bookmark: _Toc29157789]Gantt Chart

Gantt charts are a very useful tool for scheduling tasks, project management involves simultaneously performing and managing numerous tasks that are often reliant on each other, certain tasks cannot begin until other tasks are completed. A delay or mistake can have a domino effect which could negatively affect the outcome of the entire project by causing delays and increasing costs. Creating a Gantt chart results in reflecting on and thinking of tasks in greater detail, keeping a track of time and critical path of the project, and allow stakeholders to remain informed about the progress of the project, it is therefore recommended that Gantt charts be used in project management (Mindtools, 2019).. 
The following is a Gantt chart involving the vessel chartering project of Emel Shipping Ltd and highlights tasks, roles, progress and time line of the project.
[image: ]
Figure 3. (Authors own chart, 2020).
[bookmark: _Toc29157790]Effective communication

It is the responsibility of every project manager to successfully lead their team both verbally and through their actions, Team leaders must foster team cooperation and collaboration among team members in order to pave the way for effective communication. Providing a platform for team members to take on responsibility for their work will encourage members to share knowledge, expertise, goals and vision. Project leaders must be flexible in order to adapt their leadership style accordingly. Communication should be able to travel in all directions freely, with leaders open to receiving and providing feedback (Zulch, 2014). Emel shipping ltd is the linchpin of the vessel chartering project, all stakeholders communicate through the firm, customers, transport companies, shipbrokers, ports, agents, and suppliers communicate directly with the firm, it is therefore vital that project managers communicate effectively in order to ensure that misunderstandings or miscommunication does not occur, any error will most certainly delay shipments and increase costs.
According to Shannon and weaver model (1949) communication could be broken down into six steps, sender (provider of information), encoder (converts information, machine or person), channel (example, email, telephone or any other medium), noise (any distortion in the message, could be technological or a misunderstanding by the sender or receiver), decoder (the machine or person that translates the message into understandable form), and the receiver (receiver of the message, allowing for any distortion or noise) in later versions feedback was also added to the list (Wells, 2011). Project managers at Emel shipping ltd and in general must not only be proficient verbally, they must also be able to utilise the correct channels with which to send the message, and seek feedback to ensure the message was received as intended. Operating in a highly bureaucratic industry means any mistakes can be costly at the best of times, however, the biggest cost to both time and resources is miscommunication, therefore, it is vital that project managers have good communication skills.

[image: ]
FIGURE 4. (communication theory, 2020).
[bookmark: _Toc29157791]PDP

Developing a personal development plan is an effective way of highlighting strengths and weaknesses that an individual has, PDPs are great tool for setting targets, highlighting areas that require improvement and development by enabling an individual to reflect on areas that may generally fail to consider. The process of thinking and reflecting while performing a PDP helps identify areas for improvement, allows individuals to set smart achievable goals, set out a form of action in order to achieve their desired goals, and provide an opportunity to review, record, and evaluate set targets. PDPs are a continuous process that can be utilised for work, study, and personal development throughout one’s life (Open university, 2019).
The PDP example below was created by the author 

	Skill
	Current level
	Target
	Opportunity
	Criteria for success
	Time scale

	Team working
	Sometimes find it difficult to hand over control to others, cannot easily compromise on my ideas, tend to either take full control or allow others to take control and assist where possible
	Learn how to collaborate better, divide tasks between members of the team and trust that everyone will contribute, learn how to compromise and become an effective team member
	Use projects at work to improve on collaboration and team working skills, Learn and implement team working theories and skills at university, take opportunities at university to participate and improve my team working skills
	Being able to complete team working projects at work and university without falling back on bad habits, successfully completing projects as an effective team member at work and university
	Before completion of my BA degree

	Presentation skills
	Can overthink and become nervous when presenting to a group of people, am good at meetings and face to face communication, however, need to carry that confidence over to presentations
	Become a confident presenter that can perform interesting, informative and engaging presentations
	Using opportunities at work to perform presentations, seek feedback in order to improve on weaknesses. Learn and utilise presentation skills taught at university that can be used to improve my presentation skills
	Confidently and effectively performing presentations without overthinking and getting nervous 
	Before my final term at university January 2021

	Obtaining my degree in Leadership and management at UWTSD
	Starting level 6 final year of my BA degree
	Attend lectures, learn new skill and techniques at university, Complete my course with good grades
	Will enable broader career opportunities, use skills, tools and techniques to perform better at work, become a more effective leader and manager within the workplace
	Successfully obtaining a BA degree in leadership and management, improving my performance at work by using my newly obtained knowledge and skills 
	Jan 2021

	Expand my own business
	Have set up my own freight forwarding company December 2018, trading at a profit
	Make the business my primary source of income, add more customers and increase volume of trade
	Have experience and knowledge in the industry, have a large network of companies in different sectors of the shipping industry to work with, can obtain competitive rates due to good relations with service providers


	Business becoming my primary source of income, generating enough profit to sustain myself and my family, the business becoming my sole employment
	January 2021

	Time management
	Have recently improved on time management skills, however, am not at the required level 
	To effectively manage time, successfully prioritise and complete tasks and projects on time without procrastinating, avoid putting off tasks that are unenjoyable
	Learning useful and important time management skills at university, practising the application of acquired skills at work and at home
	Effectively managing time at work, university and personal life. Using time management skills to improve my work output and manage work life palace 
	Immediately apply time management tools and skill, continue using effective time management throughout my life



Table 3. (Authors own table, 2020).








[bookmark: _Toc29157792]Conclusion

The additional costs involved in project management may often result in organisations viewing project management as an unnecessary burden on finances, and an interference or hindrance to how they wish to progress with the project. Firms may feel they have sufficient expertise, knowledge, and personnel to successfully complete projects, however, attempting to complete projects without implementing project management may end up as a false economy. Project management has many benefits in addition to managing time, cost and scope. project management ensures that all stakeholders interests are considered, it can ensure that all stakeholders goals and vision are aligned, it can also ensure that products are delivered within the project scope, and that any problems or issues that arise are immediately resolved. Failing to implement project management can result in unnecessary risks being taken by individual stakeholders, self interest can lead to issues and problems being overlooked or ignored, project management can prevent such issues from occurring by creating and implementing a risk management strategy. 
It is important that project managers use and implement project management tools to aid in the successful completion of the project. Gannt charts, scheduling and time matrix are beneficial tools that can be used to ensure that tasks are completed efficiently and on time in order to prevent delays, unnecessary costs, and disagreements between stakeholders. Risk assessment tools such as SWOT should be used in combination with other risk management tools such as risk matrix analysis. The use of these tools aid in highlighting strengths, weaknesses, opportunities and threats, while analysing the impacts and probability of risks in order to mitigate against them. Project management ensures that project scope is clearly defined, thus preventing project creep, misunderstandings, and friction between stakeholders.  In conclusion all organisations and individuals should implement project management to ensure stakeholders expectations are managed and met, that projects remain in scope, within budget, and on time. Project management tools and techniques should be utilised to aid in projects regardless of the size or cost of the project. Cost and lack of resources may be of concern to some firms; however, project management can be tailored to meet the needs and budget of every project, therefore, cost should not be used as an excuse to overlook the importance and benefits of project management. 
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SWOT


STRENGTHS
37 years experience
Very good reputation
customer trust
large industry network 
Rental properties provide additional non shipping profits and diversified income streams



WEAKNESSES
Limited trade routes
Reactive rather than inovative 



OPPORTUNITIES
New markets / trade routes
Company owned rental properties in London and Cyprus allow for diversification of income
expansion into new trade routes


THREATS
Competitors
Protectionism
New laws and restrictions
Environmental restrictions
Fluctuating currency
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