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[bookmark: _Toc233922878]Executive Summary
This report is based on our group project for the Managing Projects in Organisations module. The project was a charity event organised at the University of Wales Trinity Saint David to promote Romanian desserts and raise money for EYST Swansea.
The report explains the different stages of the project, from planning to completion, and discusses the project management tools we used, such as the Gantt Chart and Work Breakdown Structure. It also looks at the main stakeholders, communication within the team and the challenges we faced. Finally, the report reflects on what went well, what could have been improved and what I would do differently in a future project.
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[bookmark: _heading=h.80ci2a4g88mr][bookmark: _heading=h.h3mrbt2qwcin][bookmark: _Toc233922879]1. Introduction to the Project 
This report is about the group project completed for the Managing Projects in Organisations module. Our project was to organise a charity event at the University of Wales Trinity Saint David. The aim was to promote traditional Romanian desserts and raise voluntary donations for EYST Swansea.
The project was completed by a team of five students, and each of us had different responsibilities. My role was to order the cakes, buy the decorations and help prepare the stand before the event started.
The main objectives were to organise the event successfully, introduce people to Romanian culture and support a local charity. Even though it was not a large project, it still needed good planning, teamwork and communication to make sure everything was ready on time.
In this report, I will discuss each stage of the project, the tools and techniques we used, the main stakeholders and how the project was managed. I will also reflect on what worked well, the challenges we faced and what could be improved in the future.

[bookmark: _heading=h.tudsu3u4qlrk][bookmark: _Toc233922880]2. Project Lifecycle and Implementation Process 
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[bookmark: _Toc232615786][bookmark: _Toc232616237][bookmark: _Toc233406706][bookmark: _Toc233922881]Figure 1: Project Management Lifecycle
Source: GeeksforGeeks (2024).

The project lifecycle helped our team organise the project from the beginning until the event was completed. It is commonly divided into five stages: initiation, planning, execution, monitoring and controlling, and closing (Heagney, 2016).

[bookmark: _Toc233922882]2.1 Initiation 
The idea for our project was to organise a charity event where people could try traditional Romanian desserts and make a donation to EYST Swansea. Before we started planning the event, we agreed on our main aim and what we wanted to achieve. We also identified the main stakeholders, including the University, EYST Swansea, our team and the people who would attend the event.
Before we could move on to the next stage, we needed approval from both the University and EYST Swansea. We also completed the risk assessment and disclaimer forms because they were required before the event could take place. I think this stage was important because it helped us understand what needed to be done before the event and made sure everything was approved before we started organising it. The initiation stage is important because it defines the project's purpose and objectives before any work begins (Heagney, 2016).
[bookmark: _Toc233922883]2.2 Planning 
After getting approval, we started planning the event in more detail. We divided the tasks between the five team members, so everyone knew what they had to do. My responsibilities were to order the Romanian cakes, buy the decorations and arrange the themed aprons. Other team members were responsible for getting approval, designing the posters and promoting the event around the University.
To help us stay organised, we used a Work Breakdown Structure (WBS) and a Gantt Chart. These tools are commonly used to organise tasks and plan project activities (Clegg, Skyttermoen and Vaagaasar, 2020). We also stayed in touch through our WhatsApp group, where we shared updates and reminded each other about important dates. Looking back, I think planning was one of the most important parts of the project because it helped everything run more smoothly on the day of the event.
[bookmark: _Toc233922884]2.3 Execution
The execution stage was the day of the charity event. We arrived before it started to prepare the stand, arrange the cakes and decorations, and make sure everything was ready. During the event, we welcomed students and staff, served the desserts and collected voluntary donations for EYST Swansea.
My main responsibility was to check that the cakes, decorations and aprons were ready before the event started. I also helped serve the desserts and answered questions about the event. Although everyone had their own tasks, we worked together whenever someone needed help. I think this helped the event run without any major problems. The execution stage is where the planned activities are carried out and the project is delivered (Heagney, 2016).
[bookmark: _Toc233922885]2.4 Monitoring and Controlling 
During the project, we regularly checked our progress to make sure everything was ready before the event. We used our WhatsApp group to share updates, ask questions and remind each other about deadlines. This made it easier to keep everyone informed and know if anything still needed to be done. Good communication is important because it helps project teams work together and solve problems more quickly (Swart, Bond-Barnard and Chugh, 2022).
One problem we faced was waiting for some of the items we had ordered to arrive. We kept checking the deliveries and updated the rest of the team so that we could change our plans if necessary. Luckily, everything arrived before the event. Checking our progress during the project helped us deal with small risks before they became bigger problems (Hillson, 2024).
[bookmark: _Toc233922886]2.5 Closing
The project ended after the charity event was completed. We achieved our main aim of promoting Romanian desserts and raising voluntary donations for EYST Swansea. We also received positive feedback from students and staff who attended the event. After the event, our team discussed what went well and what we could improve if we organised a similar event again.

[bookmark: _heading=h.qrot7rv13nr8][bookmark: _Toc233922887]3. Critical Assessment of Project Management Tools and Techniques
The team used different project management tools during the planning and organisation of the charity event. These tools helped us organise the work, divide responsibilities and complete the project on time. Although they were useful, some of them also had small limitations during the project.
[bookmark: _Toc233922888]3.1 Gantt Chart
The Gantt Chart was used to plan the project over four weeks and show when each activity needed to be completed (Wadhwa, 2024). It included important tasks such as getting approval from the University, ordering the cakes, preparing the decorations, promoting the event and organising the charity event.
The Gantt Chart helped our team stay organised because everyone could see the deadlines for each task. It also helped us complete the activities in the correct order. For example, we had to receive approval before we could promote the event around the University.
However, the Gantt Chart had some limitation. When the delivery of some items took longer than expected, we had to check our plans more often. Even though this did not delay the project, it showed that a Gantt Chart works better when it is supported by regular communication between team members.
[bookmark: _Toc233922889]3.2 Work Breakdown Structure (WBS)
The Work Breakdown Structure helped the team divide the project into smaller tasks, making it easier to organise the work (Anastasiu et al., 2023). Instead of looking at the event as one large project, we separated it into different activities, such as planning, getting approval, ordering supplies, promoting the event and preparing the stand.
I found the WBS useful because each team member understood what they were responsible for. My role included ordering the cakes, buying decorations and organising the themed aprons. This helped avoid confusion and allowed everyone to focus on their own tasks.
One limitation of the WBS was that it did not help when unexpected problems came up. For example, when we were waiting for some items to be delivered, we still needed to discuss the situation as a team and decide what to do next. In my opinion, the WBS gave us a good plan to follow, but it worked best when it was supported by good communication.
[bookmark: _Toc233922890]3.3 Communication Plan
Good communication played an important role throughout the project. The team mainly used a WhatsApp group to share updates, discuss tasks and remind each other about deadlines (Swart, Bond-Barnard and Chugh, 2022).
I think this worked well because everyone received the same information and problems could be solved quickly. For example, if someone finished a task or needed help, the rest of the team knew about it straight away. This made the project easier to manage.
A small weakness was that all communication was done through one platform. Sometimes messages could easily be missed if someone was busy. Even so, WhatsApp worked well for our project because everyone used it and it helped us stay in contact.

[bookmark: _Toc233922891]4. Stakeholder Analysis 
Stakeholders were an important part of our project because the event depended on their support and cooperation. The main stakeholders were the University of Wales Trinity Saint David, EYST Swansea, our project team and the customers who attended the event. Understanding their level of power and interest helped us decide how to communicate with each group, as identifying stakeholders early is an important part of successful project management (Beam et al., 2023; Siems, Seuring and Schilling, 2023).
The University had high power and high interest because the event could not take place without its approval. We had to follow the University's requirements and complete all the necessary documents before organising the event. For this reason, we kept in contact with the University during the planning stage.
EYST Swansea was also a high power, high interest stakeholder because the charity benefited from the donations collected during the event. We kept the charity informed throughout the planning stage to make sure the event met its expectations and objectives.
The project team had moderate power but high interest because each member was responsible for different tasks. We communicated regularly through WhatsApp and supported each other whenever someone needed help. From my experience, this made it easier to complete the work on time. 
The customers had low power but high interest. They were not involved in organising the event, but they were the people we wanted to attract. We used posters and flyers around the University to promote the event and answer questions during the charity day.









	Stakeholder
	Power
	Interest
	Management approach

	University
	High
	High
	Manage closely

	EYST Swansea
	High
	High
	Manage closely

	Project Team
	Moderate
	High
	Keep involved through regular communication

	Customers
	Low
	High
	Keep informed through promotion and interaction
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[bookmark: _Toc233922892]Table 1: Mendelow's Power-Interest Matrix
                                                       Source: Self-developed.
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I think the project was successful because we achieved our main aim of organising a charity event, promoting Romanian culture and collecting voluntary donations for EYST Swansea.
One of the main strengths of the project was teamwork. Every team member had their own responsibilities, but we also helped each other when needed. This made it easier to complete the preparations before the event. Good communication also played an important role because we regularly shared updates through our WhatsApp group. As a result, everyone knew what tasks still needed to be completed, which is often linked to successful teamwork in projects (Swart, Bond-Barnard and Chugh, 2022; Barros, Duarte and Machado, 2024).
Another thing that worked well was the planning stage. The Gantt Chart and Work Breakdown Structure helped us organise the project and complete most activities on time. Having a clear plan reduced confusion and made the event run more smoothly.
Although the project was successful, there were also some challenges. One of the main issues was waiting for the delivery of some items that were needed for the event. This created a little pressure during the planning stage because we had a fixed deadline. The team communicated regularly and adjusted the plan when necessary, so the event was not affected. Managing small risks early helped us keep the project on track (Hillson, 2024).
Another challenge was working within a limited budget. We needed to organise an attractive event without spending too much money. This meant that the team had to plan purchases carefully and make good use of the available resources.
This project helped me improve my planning, organisation and communication skills. It also showed me that good preparation and teamwork are important. If I organised a similar project again, I would feel more confident because I have learned a lot from this experience.

[bookmark: _heading=h.pyej0j93tprh][bookmark: _Toc233922894]6. Recommendations for Future Projects 
If I was involved in a similar project again, I would make a few small changes based on what we learned.
First, I think we should start planning a little earlier. We managed to finish everything on time, but there were moments when we felt under pressure because we were waiting for some items to be delivered. Having a bit more time would make it easier to deal with unexpected problems without worrying about the deadline.
I would also continue using WhatsApp because it worked well for our team. I also think using Google Drive or Microsoft Teams would help keep all the documents in one place. Sometimes it took a while to find files or information in the chat, so having everything organised would save time.
Another thing I would improve is promoting the event earlier. We used posters and flyers around the University, but I think sharing more information on social media before the event could encourage more students to attend and support the charity.
Finally, I think it is important for the team to keep meeting regularly during the project, even if the meetings are short. This would help everyone know what has been completed, what still needs to be done and whether anyone needs support with their tasks.
I think our project was successful, but these small changes could make a similar event even easier to organise in the future.

[bookmark: _heading=h.b7iaoqul2eka][bookmark: _Toc233922895]7. Conclusion 
This project was a good experience because it gave me the opportunity to take part in organising a real charity event for EYST Swansea. We achieved our main aim of promoting Romanian culture, working together as a team and raising voluntary donations for the charity.
During the project, I improved my planning, communication and teamwork skills. Although we faced a few small challenges, we managed to solve them and complete the event successfully.
I believe this experience will help me in future university projects because I now have a better understanding of how to plan and organise a project.
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