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Introduction
Dry Cleaning is a business where clothes are cleaned, ironed, repaired and even altered. It is a place where people go to get their clothes cleaned but if a customer is to arrive in a shop where cleaning clothes is the main task and sees that the shop itself is not clean it will deter them from coming inside and worse they will probably never come back. To show customers the values of a dry cleaning business it is necessary to have a good looking and clean shop as that will clearly portray what the business stands for. 
[bookmark: _GoBack]Select Dry Cleaning has been running smoothly for about 7-8 years and it is time that it got a renovation, the shop is a great but it is lacking aesthetically. In this day and age people are impressed with a business’s work depending on how good they look as it is pleasing and comforting for the eyes and even more so in the case of a dry cleaning shop as dry cleaning businesses often look quite blank and simple so making is look visually appealing will do wonders for business. Even though the work that is being done is the most important aspect of a business it is always the way in which it is presented which helps in making a business grow even further (Matters, 2015). A good looking shop attracts more customers as studies show that attractive things sell more and more customers means more sales (Burdett, 2013). 
Project management tools and techniques are used when planning and implementing projects, this is done so that a project can run smoothly without any problems. PM tools and techniques are also used so that a business can know all the benefits and drawbacks of starting a project. It is always important to use such tools and techniques as they can be very beneficial in helping out in a project, they can be also be used by any member of staff for projects even as small as moving equipment to industry level projects such as building a new plant. 
Project Management Tools and Techniques 
One of the most commonly used techniques for projects in this organisation is a SWOT analysis. SWOT stands for strengths, weaknesses, opportunities and threats this is one of the easiest ways of finding out if a project is good for the organisation as it is used to find out the benefits and drawbacks to an organisation and also how the project can create new opportunities and the threats to the organisation as well (Programme and project management tools and techniques, 2019). 
SWOT is a great tool that should only be used in the beginning of a project to understand the main advantages and disadvantages of the project as the information gathered here is the bare minimum used for the entire project when in fact it should be incredibly detailed so that anyone reading it can understand what needs to be done (Symonds, 2011). For a project to succeed it needs to have a good plan and this is good for a start but other tools should be used to make a project plan especially in a business such as dry cleaning where a lot of things have to be taken into account such as, machinery, chemicals, clothing currently in possession of the business etc.   
Nowadays most projects are planned and managed through technology and apps such as Trello, Asana, and Excel which are also called project management software and these software’s and others like them help to make planning and managing much easier for anyone using it (Hillsberg, 2019). This organisation uses Trello as their main software as it provides an interface which is much easier to use compared to Asana as it is graphically easier to navigate and understand. It uses boards and cards as the two main ways to represent projects and tasks. Employees are able to use this software not only on their Desktop but also their phone and due to its commenting feature employees are able to communicate with each other and share their opinions too (What is project management software?, 2018). This software is especially helpful when working in this organisation as it allows for it be used from anywhere and most conveniently from a phone which also allows us to communicate with people outside of working time. Since the project is about renovation it is easier for it to be planned using a software as it can be saved and even backed up so that it is not lost as papers can be. It also allows for the plan to be monitored as the renovation is taking place and corrected if needed.   
PID stands for Project initiation document and it is used by almost everyone that is planning a project and it is also said to be necessary for the success of a project (Morphy, 2008). PID is a methodology that can be used by anyone. It divides the project into sections so that it is easily understood by anyone that reads it. It also helps specify why the project is important, what the project helps achieve and what the long term benefits of the project are (Madsen, 2014). PID’s are the most commonly methodology in this organisation and it is used for almost all of the projects. It is easy to use and it helps everyone by showing them accurately what everyone’s role is in the project and also the reason why the project is taking place and all the advantages and disadvantages of the project. It can be used by anyone without charge and it can be customised for any project. It is perfect for a Dry Cleaning business as it helps to divide everything into sections and make it easier to understand everything that needs to take place especially when a lot of things need to be taken into account.  
PID checklist is used to check what has been planned for and what hasn’t and it is used frequently as it is helps in making sure what has been done so that one may focus on other parts of the plan. It can be posted on a board in the shop so that employees can check it whenever they get time to better understand what has and has not been accounted for and also offer their opinions for improvements. It is also is easy to understand as all is sorted out in boxes and everything accounted for is ticked and things that are not done are left unticked. The only problem is that if something is ticked accidentally everyone will assume that everything in that section is completed and will leave work on that section completely. 
Prince2 is a project management methodology that is one of the most successful when it comes to project management and it has gotten to a point where companies are hiring people that have a Prince2 certification in their CV’s, it is a methodology which has arguably the most chance of making a project successful (Niekerk, 2016). This methodology is made to work for projects of any size and complexity and it can do this by following 7 themes, 7 principles and 7 processes which help to make even the most complex of projects easier to plan (Niekerk, 2016). Prince2 is methodology used by organisations when planning projects of bigger scale and projects that have to take into account various different things but it can also be used for projects that are smaller in size hence it is a methodology that will be useful for a Dry Cleaner as it can take into account all the chemicals, clothing, machinery etc. while planning for the renovation. Prince2 takes into account a lot of things when planning for a project so much so that at times it can get confusing as it has so much detail that it can end pressuring employees which is why such a method is best not used for projects that are smaller in scale. 
Gantts Chart is a way of managing a project as it allows for even a complicated project to be managed with ease, it does this by having all the things that need to be done listed in a line it does not matter how long this line is, secondly the things listed are then grouped under specific headings. Gantt charts help make things easier to look at by using diagrams and charts which simplifies complex ideas, it also helps to give the plan realistic time frames which can be then be further simplified by taking out unnecessary actions which would be resource and time consuming (Advantages and Disadvantages of Gantt Charts, 2018). Select Dry Cleaners has made use of Gantts Charts since a few years back as it allows for plans to be managed easily and in realistic time frames. A huge poster of the Gantts chart is posted on a board so that everyone can look at it and realise what needs to be done on that date and time. It is a technique that is easy to use and any changes that occur in the project can easily be changed on the Gantts chart without any cost. The only problems with a Gantts Chart is that it is difficult to show to a large audience when doing a presentation as to make it smaller or to print it a lot of copy and paste work needs to happen which can be time consuming depend on how big the chart is. Depending on the size of the project a Gantts chart can be very complex as more and more is being added to the chart without it seeming to end in those scenarios it is better to use other software applications (Advantages and Disadvantages of Gantt Charts, 2018).  
Project Plan Implementation
Section 1: What is the project all about?
Project Title
The Select Dry Cleaning renovation project 
Background
The current Select Dry Cleaning shop has become nearly 7-8 years excluding the time it was in other owner’s hands, it now needs to be renovated as it does not look appealing to customers that are walking by. To improve sales and growth of this business it is necessary for it improve visually and as more dry cleaning shops are being opened in the vicinity it is a good time for renovation.  
Project Definition
· Purpose 
· The purpose of this project is to make the shop visually more appealing to customer and even for employees that work here while also increasing sales. The end result will be the completion of the renovation. 
· Objectives 
· A visually good looking shop – This will be measured by the feedback from customers and employees
· Increase in customers – This will be measure by the increase in new customers 
· Employee and customer satisfaction – This will be measured through improvement in work by employees and happier customers 
· An increase in morale and positivity in employees – This will be measured by an increase in better and more efficient work from employees.  
· Scope 
· Involved in project: Manager, Owner, Owners wife, Movers and Renovators 
· Area: 35 square meters that needs to be renovated.  
· Type of work: DIY – will be all decorations and art using material from the shop itself such as hangers and old clothing that people have not come to pick up for more than 4 months. 
· Clothes will be sent to another branch for cleaning – Managed by manager, owner and owners wife
· Problem: While renovating clothes will take at least two days to come back
· Machinery and material moved to the back storage – Moved by hiring movers
· Work to finish in 2 weeks (8th January to 22nd January)
· Exclusions from Scope
· Part time Employees 
· Full time Employees sent to another branch 
· Deliverables 
· Movers to arrive and move machinery and material on the 8th and to be done by the 10th. 
· Renovation of walls, flooring, doors and windows to be started on the 11th and finished by the 18th.
· Art and décor to be added on the 19th and 20th.
· Movers to come back and bring machinery and material back into the store on the last two days.  
· Report of the renovation every 3 days will be presented to everyone in the business with the dates being 11th, 14th, 17th, 20th and 22nd of January.
· Constraints
· Customers can influence the time at which the work will start, this is due to the fact that some customers require their clothing to be done as soon as possible and can give clothing to be done on the days that work is supposed to start.
· Customers coming back for clothing which are a few months old, which will be stored at the back for the time being so taking them out could delay work. 
· Renovators and movers not showing up on time which can delay work.    
· Assumptions
· Work to start smoothly on the 8th of January and for it finish in two weeks by the 22nd of January. 

Section 2: Why?
Business Case
· Benefits 
· This project is being carried out as a way to increase growth rate, customer satisfaction and employee satisfaction. 
· Growth rate will be measured by looking at the difference between sales in the past and present and also by the annual turnover for employees.  
· Customer satisfaction and employee satisfaction will be measured by the increase in new customers and also by feedback from staff and customers
· Options: What other courses of action were considered as this project was designed and developed?
· A full remake of the entire shop front and back
· Advertising 
· New heavy machinery  
· Cost and Timescale:  Breakdown of project costs and related financing.
· 19 Squared meter front section of the shop £45/M2 for Parquet floor, which means 45 x 19 = 855. Cost of front section flooring costs £855
· 16 Squared meter back section of the shop £45/M2 for Parquet floor, which means 45 x 16 = 720. Cost of back section flooring costs £720
· Total of £1575 for flooring in the shop
· 12 Squared meter front section of the shop, £200 to paint wall for front section of the shop
· 11 Squared meter back section of the shop, £190  to paint wall for back section of the shop
· Total of £390 for painting of wall
· Wallpaper hanging £8/M2, which means 23 X 8 = 184. Cost of wallpaper hanging for entire shop £184
· 2 Movers cost per hour £55, Average work of 6 hours a day, total of 12 hours which means 55 x 12 = 660, First two days and last two days 660 + 660 = £1320
· Total of £1320 cost for movers
· Art and Décor costs nearly £10 pounds as most is DIY and materials used are already available in shop
· Total cost of £1575 + £390 + £184 + £1320 + £10 = £3479
· Cost/Benefit Analysis: 
	· Costs
	· Benefits 

	Flooring for entire shop = £1575

Painting for entire shop = £390

Wallpaper for entire shop = £184

Movers for moving machinery and other material = £1320

Art and Décor (DIY) = £10
	Floor easier to clean and easier to walk on instead of an uneven floor which can cause accidents

Walls are clean and look good, customers will find it visually appealing and a good looking shop gives off a good image for the business 

Wallpapers are used to make walls look aesthetic and for a business that works to clean clothes of any fashion type it can make customers appreciate the work even more

Movers are used for professionalism as doing it ourselves can cause injury and damage to the clothing and machinery

Art and Décor (DIY) is essential is show that nothing is going to waste and it helps people remember a shop better and it can then be recommended onto other people too




Risk Analysis
· Risk Identification 
· Movers will have to take into account all the pipes that are used for the machinery and there is a chance that they might not know how to undo those pipes or worse they could ruin the pipeline which could incur quite an expense – This will have to be managed 
· Poor leadership can be a factor, People that have a lack of vision can have a hard time inspiring other members of staff – This will be managed 
· Workers can end up becoming ill in the middle of work – This will be accepted as is
· Progress of work not being conveyed properly, tiny mishaps swept under the rug – This will be managed 
· Risk Prevention
· There is a chance for the movers to not a have a clue about the pipeline as their main job will be to move and not to undo someone else’s work so in that case the undoing of the pipes will be done by the owner and the movers which will be supervised by the manager.
· Poor leadership, there is always a chance that leadership can be poor this can be due to many different factors such as family issues, financial issues. This project will be managed by the owners themselves and also the manager in charge which makes it less likely for there to mishaps during project implementation.
· Workers can get ill this can happen at any moment during the work which can cause a delay and in that case it will need to be accepted. To prevent such a thing the workers will be asked beforehand if they have spare hands to help them in case of such an incident. 
· Progress at times is not reported to the managers and little accidents and such can at times not reach the project managers, this will not be a problem because as the work is being the owners or managers will be at the site making sure everything is running smoothly.
· Risk Management: 
· In case of pipeline problems and the mishandling of such, first the work will be suspended for a bit as the people that installed the pipes will have to be called to accurately detach the pipes from the machines so that moving and other work continues smoothly.
· Risk Monitoring: 
· Manager and Owners are to assess the risk daily through routinely checks 
· Risk assessment when away from site via the camera system set in place
· Risk assessments will be completed before every step and analysed   


Section 3: Who?
Roles and Responsibilities
· Owners
· Role and responsibility: To call renovators, movers and manager to properly schedule the project plan. 
· Project Organization Chart/Structure 
Owners



Manager



· Project Sponsor
· Owners
· Project Manager: Who is the Project Manager, and what are his or her responsibilities?
· Manager of the shop: Responsibilities are scheduling the dates and times of every step of the project 
· In case of incidents putting the contingency plan into place  
Section 4: How and When?
Initial Project Plan
· Assignments: What major tasks (with milestones) will be completed during the project?
· Renovation – Flooring and painting by 18/01/2019 
· Schedule: 

(THE BEST FREE GANTT CHART EXCEL TEMPLATE, 2018)
Human Resources: 
· It will take two weeks of activity for the project to be completed 
· There will be no extra staff 
· More people will not be needed for this project 
· Project Control: How will progress be monitored and communicated?
· Progress will be monitored visually and communicated orally via phone calls and through a PID checklist 
· Quality Control: How will the quality of deliverables be evaluated and monitored?
· Quality will be measured by thoroughly checking all the renovation that has been done and completing a checklist of all the things that were supposed to be done 

Colleague Feedback 
After showing the plan to all my colleagues I have gotten a lot of feedback on various different things. From small mistakes to a few bigger ones there were things that needed to be fixed before this plan would get a green light from my colleagues. 
Encouraging collaboration with all employees: First thing that most of my colleagues noticed were the amount of people involved, even though it is renovation and it does not require many people but for employees and employers to build a relationship it is necessary for them to communicate such a project to them so that they may put their input into it, which will make them feel good for being a part of something that changes the shop itself. Employer portal write in their article that, a good relationship between employee and employer is very beneficial as it will only help the organisation grow (The Importance of a Strong Employer/Employee Relationship, 2017).
There are more risks: Another thing that came up was risk, there were more risks that can be addressed which might not seem like a risk but they can be. For example when employees are sent to another branch they might be able to adjust so quickly to another place and that place could be quite far for them travel, this could potentially lead to employees quitting while the project is taking place. One of the main causes for high turnover rates is employee dissatisfaction (8 Causes of Job Dissatisfaction, 2017).
Poor management: Even though the project itself did not need a huge amount of planning the transfer of employees was taken a bit lightly as at no point was there any mention of how the employees will get to the other branch? How far is the other branch? Are the part timers still getting paid? What about people that can’t travel that far? A lot of questions were left unanswered. Poor management is also another way which increases employee dissatisfaction which can lead to people quitting (8 Causes of Job Dissatisfaction, 2017). 
Effectively written costs and time: The costs were a good estimate and the project time was planned accordingly with the time the movers and renovators will arrive. A timely project has a higher chance of being successful. 
Paying attention to employee needs: One of the main reasons a business sees an increase in growth is when they start paying attention to their employees. Things such as renovation and a good place to work both visually and mentally increase employee morale and satisfaction which lead to better work quality (Edwards, 2015). 
Strengths and Weaknesses
Strengths:
· Effectively acquiring costs and implementing them into the plan: Whenever planning for a project it is always necessary to have as many details as possible. One thing that can be improved with this is gaining additional channels from where things can be purchased for example if the place one has originally planned to buy from for some reason shuts down you need to be prepared for that situation beforehand. 
· Timing: The time for the project to complete was two weeks and this was ample time for a project of this size to take place for example most time was given to the renovation, flooring and painting which will not take a total of 7 days so it was a good move to have those additional days. One thing to improve here is that an estimation can be given in the plan showing if the project was to finish quicker how much time would take. 
· Weaknesses:
· Poor management: When managing I thought all the things had been accounted for but they were not, for example the travelling and employee dissatisfaction was not accounted for. A good project plan is which takes into account every small detail. Improvement: To pay attention to the broader picture and to make sure everything is accounted for.  
· Risk: Employee dissatisfaction can lead to them quitting the job and those employees can end up working for the business that you were trying to get a leg up on. Improvement: To make sure all the risks are listed and that those risks are managed properly. 

Self-development Plan
Step 1:
Important goals that I want to achieve:
1. Involve more people when planning 
2. Think outside the box
3. Make sure all things are accounted for
Step 2:
Out of all goals, this one is the most important to me: 
Involving more people when planning a project
Step 3:
How long will it take me to achieve this goal?    Until the next project
Do I commit 100% to achieve this goal: 		☒YES ☐NO
Reward I will give to myself once I achieved this goal: Working on a bigger project
Step 4:
Strengths I have that can help me to achieve this goal:
1. Hard working 
2. Listening to and appreciating feedback 
3. Always looking to improve myself 
Step 5: 
Things I choose to start doing and stop doing which will help me to achieve my goal:
	START DOING
	STOP DOING

	1. Involving more people when planning 
2. Thinking outside the box
3. Asking for feedback 
4. Learning more about management 
5. 
	1. Working by myself 
2. Thinking of only things around myself
3. Being satisfied with what I know
4. 
5. 


Step 6:
Which new skills/knowledge will help me to achieve my goal?
1. Learning more about project management 
2. Leadership 
3. Paying attention to detail 
4. Using tools and techniques made for project planning 
Step 7:
Which actions do I need to take to achieve this goal?
Action 1: Take lectures on project management 
Action 2: Learn more about tools and techniques that can help make a project better
Action 3: Gain leadership skills
Action 4: Asking seniors about their projects 
Step 8:
Who can help me to achieve this goal faster?
Senior management, colleagues and people with experience in such a field 
Step 9:
My progress:
	What’s working well (my accomplishments)
	What do I need to change (improve)

	· Detail to costs 
· Well timed 
· Hard working 
· Willing to learn 
· Focus 

	· Include more details 
· Thinking outside the box
· Managing projects 
· Acquire feedback  
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