Project C

Skills for the Workplace Programme

Part 2: Planning Phase

The Planning Phase plays a crucial part when managing a project, being the centre of the project activity cycle. It guides the stakeholders in commencing the project, defining the requirements, the outcome, documentation, and timetable (Coventry University, 2021).
Alexander (2018) states that the Planning Phase is the stage where the team creates a plan that focuses on the implementation and closure phases of the project, helping the team analyse and manage:
· Time
· Costs
· Quality
· Risks
· Changes
According to HBR Editors (2016), the Planning Phase consists in bringing together tools that will help us plan our project. The tools that I will discuss are:
1. Quad Chart
2. Stakeholders Analysis

A Quad Chart is a simple but highly effective tool used for planning and communication purposes, explaining the focus of the project, and consisting in four quadrants including the aims and objectives, the stakeholders, the desired outcomes, and the measures of success (Chegg Study, 2021).
Project C Quad Chart:
· Aims and Objectives: employ new members of staff, offer support for Skills for the Workplace, recruit applicants, help local community, discover and promote talented individuals, deliver diversity, and encourage self-awareness
· Stakeholders: team leading the project, University, individuals showing an interest in the programme, Local Community

· Desired Outcomes: teach and improve skills for the workplace, discover talented individuals, increase the number of employed people, recruit talented individuals to join the team

· Measure of Success: feedback from audience, increased number of candidates, increased demand in delivering the programme.

A Stakeholders analysis can be defined as the action of identifying and grouping people according to their level of participation, interest, and influence in the project, and finding the best way to involve and communicate with them (ProductPlan, 2021).
Benefits:
a) better insight of stakeholders through:
· The relationship with the stakeholders
· The links with the organisations of which the stakeholders are members
· The importance of stakeholders in the organisations
· The power of the stakeholders
· The priorities of the stakeholders
· Associated risk area
b) better strategies and decisions
c) better acceptance of the strategy and decisions of the organisations.
Limitations:
a) a stakeholder analysis must be performed regularly in order to be relevant
b) it is almost impossible for the management to satisfy all demands of stakeholders.
Our stakeholders are: 
· Applicants, with a high level of importance, our perspective being to recruit and inform applicants about the course and benefits, and inform applicants about the locations the course will take place, by advertising, informing about the recruitment process, and provide information about the course and student finance
· Team members, with a high level of importance, our perspective being teamwork, collaboration, assistance, and conducting project activities, by keeping each other informed, allocating tasks, and supporting each other
· Local community, with a medium level of importance, our perspective providing information about the course and benefits, recruit individuals, and discover talented individuals, by providing information about the course and student finance, inform about the recruitment process, and encourage local community to pass the details of the course to family and friends
· University, with a high level of importance, our perspective being to inform applicants about the university location, history, and people who work with or for the university, and present benefits of studying at a specific university, by advertising, keeping the university informed about the recruitment process progress, contribute to the continuous progress of the university by continuously recruiting individuals, and keeping each other informed
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